<

R

UNIVERSITI TEKNOLOGI MARA
ENDORSEMENT OF OURIGINAL REPORT

Coordinator

Unit Jaminan Kualiti Akademik (UJKA)
Universiti Teknologi MARA Cawangan Perlis
02600 Arau

Perlis

Sir

ENDORSEMENT OF OURIGINAL REPORT FOR PROPOSAL/DISSERTATION/THESIS/PROJECT PAPER/
ASSIGNMENT

With reference to the work of the candidate below:

Nama : Nurul Husnina Binti Mahamat

Matric No.  : 2021119787

Faculty : Business and Management

Programme : Bachelor of Business Administration (HONS) Human Resource Management

Title : Industrial Training Report

Percentage of Ouriginal Report: 11%

| am pleased that the proposal/thesis/dissertation/project paper/ assignment of the above candidate has fulfilled
the Ouriginal percentage of the university’s requirement.

Thank you.

16/8/23

1st advisor’-s signature and stamp Date

Name : Jolin Norshyme Hashim
Pensyarah Kanan
UiTM Cawangan Pahang Kampus Raub

** Please attach 1t page of ouriginal report.


USER
Rectangle


ae pas
- " NIVERSITI
KEMUDI TIMUR TEKNOLOG!
‘Belter, Price w elter, Senvice’
MARA

S

INDUSTRIAL TRAINING REPORT
AT KEMUDI TIMUR ELECTRONIC
SDN. BHD.

1ST MARCH - 15TH AUGUST 2023
HRM 666

FACULTY OF BUSINESS MANAGEMENT

UNIVERSITI TEKNOLOGI MARA CAMPUS ARAU, PERLIS

PREPARED BY

NAME : NURUL HUSNINA BINTI MAHAMAT
STUDENT ID : 2021119787

GROUP : RBA2436C

PREPARED FOR : MISS JOLIN NURSHYME HASHIM

SUBMISSION DATE: 21 JULY 2023



PART 1 — PRELIMINERY PAGES

1.1 EXECUTIVE SUMMARY

Throughout the training period at Kemudi Timur Elektronik Sendirian Berhad, both theory
and practical skills are acquired. The opportunity given is meaningful for the development of
a better and personal carrier improvement. Involvement in carrying out the tasks during the
practical really gives realistic industry experience. Indeed, through practical training, new skills
are discovered from assigned duties and responsibilities. Many things were observed that can
be used as a lesson for the future. Cooperation between colleagues is one of the factors of
successful business, so this company need to pay attention to it. To improve cooperation
between colleagues, the company needs to emphasize the principles of cooperation and team
spirit that have been set by the company. They need to ensure that employees always follow
this principle. The stronger the cooperation between employees, the stronger the company. The
outcome obtained from undergoing an internship here is that in order to succeed in a business,
there will be various challenges and there must be a good relationship with people who can

give profit.
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3.1 COMPANY NAME, LOCATION AND BACKGROUND

Figure I Kemudi Timur Elektronik Sdn Bhd Headquarters

COMPANY NAME
Kemudi Timur Elektronik Sdn. Bhd.

LOCATION

Figure 2 below shows the company’s area on maps located at PT 5115 & PT 5116, Tingkat 1
an Pasir Puteh, 16150 Kota Bharu, Kelantan.
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Figure 2 Kemudi Timur Elektronik Sdn Bhd view on maps.
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BACKGROUND

Kemudi Timur Enteprise founded by associate Lieutenant Colonel (PA) Shabki Bin
Abdullah was established in 1997. The company was established with only RM50,000 capital
and is located at Greenwood Park, Jalan Batu Caves, 68100 Batu Caves Selangor. Kemudi
Timur Enterprise is also a local company owned 100% by Bumiputera shareholders. This
company is a sole proprietorship company involved in the trading of various electronic,

electrical and commission agency products.

In 1999, the second branch was opened in Kota Bharu, Kelantan and this was the first
branch to be opened in Kelantan. This branch is located at Ni 2864-C Sultanah Zainab, 15000
Kota Bharu, Kelantan. In 2002, Kemudi Timur Elektonik Sdn Bhd was established to further
expand the market. Operations began fully in December 2002 and were located at Wakaf Siku.
To meet the high demand from customers, Kemudi Timur started ordering more stock, and a
new warehouse was established at Jalan Pintu Geng Kota Bharu. The head office of Kemudi
Timur Elektronik Sdn Bhd is located at Pt 5115 and 5116, Floor 1 and 2, Pasir Tumboh Jalan
Pasir Puteh, 16150 Kota Bharu, Kelantan.

Demand is increasing, Kemudi Timur Elektronik Sdn Bhd branches are increasing.
Now nearly 20 Kemudi Timur branches have opened in Kelantan. Almost every district has at
least one Kemudi Timur branch. The main purpose of Kemudi Timur Electronic Sdn Bhd is to
grow the business and provide job opportunities for Bumiputera and contribute to the economic
perspective, in addition to meeting the criteria of public demand for electrical goods by making
Kemudi Timur the best "retailer" for electricity and electronic products and equipment in

Malaysia, where it is compatible with the sole vision of the company.

Kemudi Timur Elektronik Sdn Bhd also have their own logo same likes other company. As

shown at figure 3, Kemudi Timur Elektronik Sdn Bhd have three
colours which are blue, red, and green. The meaning of these all
. . colours are symbolizes the color of the electrical wires. The shape

for this logo is square.

Figure 3 Logo Kemudi Timur
Elektronik Sdn Bhd
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3.2 VISION, MISSION AND OBJECTIVES

VISION

Be the best "RETAILER" of electricals and electronics product in Malaysia.

MISSION

Always "COMMITTED AND WORKING TOGETHER" to improve "INTERNAL AND
EXTERNAL" quality.

OBJECTIVES

e Always provide customer-friendly service to ensure customers always remember
KTESB as the best Bumiputera electrical goods company.

e Always apply various marketing techniques to attract interest and bond with
customers.

o Always strive to meet customer demand for electrical & electronic goods at
reasonable prices to ensure customer satisfaction.

Figure 4 below shown the principles that all of the Kemudi Timur staff need to follow.

7 PRINCIPLES

CONTRIBUTING TO SOCIETY

JUSTICE AND HONESTY

COOPERATION AND TEAM SPIRIT
CONTINUOUS EFFORTS TO KEEP PROGRESS

POLITENESS AND HUMILITY

POLITENESS AND HUMILITY

T

POLITENESS AND HUMILITY

Figure 4 Principles of Kemudi Timur Elektronik Sdn bhd
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3.3 ORGANIZATIONAL STRUCTURE

Figure 5 below portrays the organizational chart of Kemudi Timur Elektronik Sdn Bhd which

there are five main department in the company.

ORGANIZATIONAL CHART

.
KEMUDI TIMUR"

‘Beltern Price with Beller Sewice”

HABKI BIN ABDULLAH
MANAGING DIRECTOR
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@ é
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HALIM MAT YUSOFF
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Ll HEAD OF PURCHASING & HEAD OF WAREHOUSE

STOCK DEPARTMENT

WAN SYUKRI BIN ALI I NURZ‘A‘;’[',EY BINTI CHE

SHAZRINA MIRA BINTI
ZAMRI

HEAD OF SERVICE DEPARTMEN

Figure 5 Organizational chart of Kemudi Timur Elektronik Sdn Bhd
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3.4 PRODUCTS AND SERVICES

Kemudi Timur sells various electrical goods and provides various services to
customers. These electrical products and services can be seen more thoroughly on the Kemudi
Timur website. Among the electrical goods found in Kemudi Timur are home appliances, home
entertainment, industrial machinery, kitchen appliances, beauty and personal care and
broadcasting. Various options can be made on the Kemudi Timur website. Customers can check
the price of goods first on the website and go directly to the store to make a purchase.
Furthermore, customers can also request a more detailed explanation of the items purchased
from the staff at the store. Thus, if the customer wants to make it easier, the customer can make

the payment online and just wait for the item to be delivered to their home.

Among the services provided by Kemudi Timur is that if the customer buys in the store,
there will be a crew on board to help the customer. Various payment options that can facilitate
customers as well as repair services in the event of damage to goods. There is a home air
conditioner planning service, and you can order spare parts and accessories. In addition,
delivery services with basic installation are also provided by Kemudi Timur because they also
have their own contractors and one of the installation services provided is air conditioning
installation. Gift wrapping is also available to customers who purchase electrical goods and
wish to give them as gifts. In addition, Kemudi Timur can extend the warranty and provide

courier services to customers who purchase online.
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=
4.1 TRAINING’S REFLECTION

DURATION
The date of my internship session is for 24 weeks or 6 months. It starts from 1% of

March to 15" of August 2023. For working days, it operates 6 days a week, which is Saturday
to Thursday. We only have days off on Fridays and if there are public holidays. While the
working hours are from 9 am to 5 pm and it includes 1 hour of break time. Break time is not

set at what time but usually it is counted as lunch time starting at 1pm.

DETAILS
1. Department

1.1 Human resource management

- The function of this department is to look after the welfare of employees in case
of any problems. This department will participate in solving this problem
through discussions with its own staff or can also involve the branch manager.
The branch manager is the leader of the staff at Kemudi Timur store branches.
They can also give evidence related to the misconduct of staff under their
observation.

- The main role is to find out about the staff's daily activities including the staff's
attendance at the workplace, the time the employee comes to work, and the
reason why the employee does not come to work to make sure that the work can
continue smoothly and comply with what the employer wants.

- The recruitment of new employees and also the consideration of removing staff
who have problems or do not perform at work are also roles of this department.
It happens before giving the final decision to the employer whether the
employer accepts or not with the decision. The human resource department also
needs to analyze the number of employees in order to identify whether there is
a vacancy or not.

2. Roles
The roles of an intern at this company include gaining practical knowledge and
practical experience from the business while carrying out the assignments offered.
Being in this department, my role included doing basic calculation of staff salary. That

is why I am considered the same as the human resources and administrative staff.
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3. Responsibilities / tasks / assignments
3.1 Handle staff uniform.

This is the first assignment I got, and I need to do it until the last day of the
training session. There are many uniforms which are their corporate uniforms, t-
shirts and uniforms provided by suppliers. Handling staff uniforms such as
inspecting staff whether new or old staff who do not have uniforms. Always update
the latest number of uniforms in the uniform total details in Microsoft Excel. Write
the name of the staff who got the uniform in the file uniform document. It is always
necessary to ensure that the uniform amount is the same as the details stored in
Microsoft Excel.

3.2 Interact with third parties.

Interacting with other parties may be necessary to gain clarity on certain topics
such as negotiating the purchase of products, discussing, and explaining about the
activities for an event, or for other personal reasons. The customer is a third party.
Usually, communication takes place through phone calls, e-mails, or formal letters.

3.3 Helping in create important documents.

Many documents were created during the internship here, including making
memos for staff, sorting EA forms and also creating notification letters or claim
letters from third parties. Drawing an emergency route plan is also one of the
important tasks given. This is for third party inspection and needs to be posted at
each branch.

3.4 Handle office administration tasks.

Document management tasks include filling out, printing, and scanning
documents. Some documents also require official acknowledgment copies or
received chops, which must be stamped or chopped by authorised personnel from
the legal and secretarial departments. Documents must be organised accurately for
record keeping purposes and filed with the correct title clearly labelled on each file
to make retrieval easier. Among the documents that require chopping are documents

related to tent installation from MPKB.
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=
EXPERIENCES, SKILLS, AND KNOWLEDGE RELATED TO WORK

Figure 6 illustrates the summary for the knowledge, skills, experiences that are related to work.

There are three main memorable events as an intern at Kemudi Timur Elektronik Sdn Bhd.

Experiences Skills Knowledges

Able to give General detail
explanation about the product

Cover branch

Make a The situation
preparation for the happened during
event the event

Involved 1n
managing an event

The meeting The meeting
Attend meeting preparation and process and the
arrangement highlighted topic

Figure 6 The experiences, skills, and knowledges related to work

» One of the most meaningful experiences during my internship at Kemudi Timur
Elektronik Sdn Bhd is that I had the opportunity to cover salesmen at the branch during
the festive season. During the festive season, every Kemudi Timur branch will
experience heavy customer traffic, causing the salesmen to be unable to serve the large
number of customers. So, the staff in the store is not enough. Because of that, the
employer ordered almost all the workers in the office to cover the salesmen according
to designated branch. I have been appointed to cover one of the branches, which is the
PANASHOP branch. I am able to give explanations to customers about the product such
as the price of products, the advantages of the products and can suggest which one is
better to buy. Through this experience, I was able to learn how to deal with customers

and also learn about product details in general.

» 1 also had the opportunity to manage the grand opening ceremony of Kemudi Timur
Elektronik Sdn Bhd's new branch. Various preparations are made to ensure the event
runs smoothly such as making price tags for promotional items and setting up sales

tents. My main role during the ceremony is that I have to control the situation during

10
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the ceremony by providing interesting activities for the visitors who arrive on the day.
Among the activities provided is a quiz about Kemudi Timur and a style guessing. This
activity is provided to liven up the ceremony. To do the activity, I also need to discuss
it with the Disc Jockey (DJ) who is hosting the event. What I gained from this
experience is to know what happens during the event and how to control the situation
so that the ceremony becomes lively and interesting. The most important thing is to

ensure that the ceremony gets a good welcome from the visitors.

The opportunities to participate in meetings is valuable in adding to the work-life
experience. Every meeting has a varied agenda and requirements for a different level
of presentation and material preparation. Through the observations made, I can find out
the procedure to set-up of the meeting. As an outcome, I can find out the highlighted

topic and also the agenda in the meeting.

11
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EXPERIENCES, SKILLS, AND KNOWLEDGE RELATED TO PERSONAL
DEVELOPMENT

Figure 7 provides an overview of the information relevant to self-development in terms of

knowledge, abilities, and experiences. These encounters help develop abilities and information

for enhancing one's character traits.

Experiences Skills Knowledges

Receive ad-hoc
tasks
Interact with clients
and colleagues
Involves in making
a proposal
Helping marketing
department

Figure 7 The experiences, skills, and knowledges related to personal development

Time management
& multitask

Set priority based
on the importancy

Know the tlow to
communicate the
subject clearl

Communication
skill & confidence

The accurate format

Teamwork of proposal writing

earn about the

Opportunity to
make acting videos

1 111
1 111

promotion through
internet

» Ad hoc work is unpredictable and often appears out of the blue. It happened to me,
where I must complete the current task given and also the new task in the same period.
Therefore, managing both current and future tasks require excellent time management

and multi-tasking skills. Priorities must be determined according to the level of need to

handle them effectively.

» There are certain tasks that need to be dealt with by clients and colleagues to complete
such as the buying and selling process. In doing this process, not only communication
skills are needed but also confidence is needed to persuade customers and colleagues.
To achieve this goal, the subject must be presented accurately to promote understanding

among all parties, and this can also avoid misunderstandings.

12
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» The opportunity to participate in preparing a proposal for a grand opening ceremony
with teammates demonstrates the value of teamwork. This is also important to complete
the project successfully. Additionally, it can improve relationships with colleagues.

While completing the work, the proper proposal writing format is also learned.

» Another experience I got was helping the marketing department. This department has a
lot of work that needs to be displayed on the internet to attract more customers. Various
activities they do, and I have the opportunity to participate in one of their activities
which is the CSR program. This program is a community program, sharing sweets and
dates in the month of fasting. They will display this program on the internet as a sign
that Kemudi Timur wants to share good things. In addition, I also got to act in the
advertising video they did. This further enhanced my knowledge of how to promote

over the internet as I gained a lot of information through the acting scripts given.

13
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BENEFITS

Figure 8 shows the benefits gained during internship. There are two categories of benefits

obtained during internship period at Kemudi Timur.

~

EXTRINSIC INTRINSIC

« Allowance of RM500 monthly « Communication skill

. Wide networking « Time management

« Understand the policy of contract
« Learn new software

staff and permanent staff more
« Eid token

L ) clearly

Figure 8 Benefits gained during internship at Kemudi Timur Elektronik Sdn Bhd

For extrinsic benefits or external reward, Kemudi Timur Elektronik Sdn Bhd provides
an allowance of RM500 per month for every practical student at this time. Any requirement for
office supplies such as stationery can be requested from the Administration Department.
Another extrinsic benefit is a wider network. Through Kemudi Timur I was able to expand my
networking because I was able to deal with customers directly in addition to getting guidance
from the staff at the company as well. Then, I learnt about new software, especially the software
related to the clock in and clock out system for the employees there, which is infotech. Besides,
I also got an Eid token every time during the festive season and I also got this Eid token for
acting in an advertising video directed by the marketing department. The most I can get this

token is as much as RM150.

For intrinsic benefits that include internal rewards. I can improve my communication
skills because during this internship I have to deal with people regardless of age and mostly
old people. I also have to maintain conversations with people around me even if they are
younger because they are high-ranking people. Other than that, I know how to manage my time
wisely. Finally, I was able to understand more clearly the conditions of employees who want
to work on a contract basis as well as on a permanent basis because [ was given permission to

participate in meetings related to those conditions.

14
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5.1 SWOT ANALYSIS

Figure 9 below shown the SWOT analysis diagram.

SWOT ANALISYS

« Demand for certain product

offered seasonal and high
W during festive season only
« Cooperating among
colleagues

« Fierce competition

« Financial crisis has impact
on organization

Figure 9 SWOT Analysis
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6.1 DISCUSSIONS AND RECOMMENDATIONS

6.1.1 Strengths
» Strong relationship with suppliers.

Having a good relationship with suppliers is a strength that greatly influences
the success of Kemudi Timur. With that relationship, they have a lot of brands and
variety of electrical products in one shop and it’s available in every Kemudi Timur
branch. It also can become a one stop center for customers buying their electrical
products. I observed this through opportunities to become saleswomen at one of
Kemudi Timur branch which is Panashop branch. Furthermore, I saw that suppliers
always come to the office having a meeting with the founder or managing director and
director or CEO to set their new target together. This makes KTESB stock supply
always available. Based on my opinion, this company needs to always achieve the
target set up by supplier so that can maintain dealings with supplier and need to take
care in terms of debt and talk well with suppliers so that suppliers always put their
trust in us to continue dealing with them. Every target that the company achieves will

receive an award promised by suppliers.

» Firmly established in electricity marketing in Kelantan

Kemudi Timur Elektronik Sdn Bhd adalah salah satu company yang firmly
established in electricity marketing in Kelantan. When those people who heard about
the Kemudi Timur’s name they will automatically think about electric product.
Kemudi Timur is a well-known and successful business because now it has almost 20
branches in Kelantan and has become the first choice among local people here
compared to the other companies. The places of Kemudi Timur branches are mostly
in strategic areas. Because of this well-known business they have many loyal
customers. Another proof that Kemudi Timur is this company has survived from 1997
until now 2023 and can also be the focus of domestic tourists especially during the
holiday season. My recommendation for this company to maintain this strength is to
always maintain relationships with customers everywhere because customers are the

source of a company's strength.
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=
6.1.2 Weaknesses

» Demand for certain product offered seasonal and high during festive season only
Kemudi Timur gets a lot of sales, but the number of sales is more significant
when there is a festive season and when there is a sales promotion. Based on my
observation, the number of sales is also high during the dry season and there is a lot
of demand for electrical items such as fans and air conditioners. It becomes one of the
weaknesses because the high demand is only seasonal. The number of sales on normal
days is less well received. It is because the purchasing power by the customer is
decreased, and employees do not know the skills to sell. This happens because the
customer feels that the goods bought are only sold and can be used only according to
the season. Other than that, demand is high during this time because many people
return to their villages and only at this time do they have time to buy. What [ want to
recommend is that Kemudi Timur needs to increase their knowledge about the use of
the influence of seasonality demand. They need to expand their offer for customers
related to items that are not used seasonally, namely kitchen items. Kitchen items such
as blenders and rice cookers will always get requests from customers because these
products are always used not just at certain times. Besides, it is also possible to expand
the target audience not only for residents in Kelantan but also to attract the attention
of outsiders to buy at Kemudi Timur. Lastly, they have to increase discounts and
promotions such as holding 'happy hour' so that customers keep on track with what

Kemudi Timur is doing and are always loyal to buy.

» Cooperation among colleagues

Employees are a strength for a company, but it can also be a weakness for the
company if there is no agreement between the employees. Colleagues should have the
same passion in making a business a success. Based on my experience here,
cooperation among colleagues has been decreased and it has become a weakness for
Kemudi Timur Elektronik Sdn Bhd. What worsened the situation was when the issue
of clan culture arose among the workers. They seem to have their own groups or they
care about their own department. In my opinion, the human resource department can
play a role in strengthening the relationship between the employees. The human
resource department can hold a family day to strengthen the bonding of all employees

so that it arises in them that they also have a family at work, not just coming to work.

17



JPART 6 — DISCUSSIONS AND RECOMMENDATIONS

This will make them have a sense of responsibility to discuss with their family. Face
any challenge together, not just being selfish. A trade union is a group of employees
who join together to maintain and improve their conditions of employment (UNISON,
2022). This company needs to establish a trade union so that all employees feel valued

for getting their rights as well as being able to work together to solve problems.
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6.1.3 Opportunities

» Growing advertising

Kemudi Timur is well known business in Kelantan and has many followers on
popular social media such as Facebook, Instagram, YouTube and Tiktok. On social
media, can show product visuals more clearly and in line with customer preferences.
This is one of Kemudi Timur's opportunities to advertise through social media. |
suggest they need to increase promotional videos or advertisement videos about
electrical goods according to the current trend so as to attract followers to buy. This
advertising video is not only for people from Kelantan but also for people from outside
the state of Kelantan. In addition, followers can also invite others to buy because of
the interesting advertising. Kemudi Timur can also promote about easy payment

methods to buy Kemudi Timur goods by doing video explanation.

» Growing market

In Kelantan, Kemudi Timur is a widely recognised business. As a result, they
have the chance to grow their company into other states, perhaps by setting up shop
in Terengganu and Pahang. They can broaden their market by developing a new
branch in a different country. A business may benefit from it by gaining more clients
and boosting sales. By opening a new branch maybe they can expand their products

to customers such as electronic home furniture.
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e —
6.1.4 Threats

» Fierce competition

For the threats, this company has fierce competition in terms of price, place or
area and also the product. There are a lot of other businesses that sell the same things,
so they compete related to those 3 things. The most noticeable thing is that Kemudi
Timur in every branch must have competitors nearby. This causes higher competition
for the sale of electrical goods. I learned this when some customers come to the store
to survey the price and go to other nearby stores to ask about the price. There are also
product prices that need to be increased or decreased from competitors' prices in order
to maintain sales profits or losses. Among the competitors close to Kemudi Timur are
G-Orange, Sen Heng and Darson. In my opinions, to make sure they can handle this
situation is this company can give more attention to services like salesman need to
give a good service in terms of product installation description to customer. Most of
the customers care about how they are treated. With a good service, they can
distinguish the quality of a business, coupled with a more reasonable price of goods

compared to other competitors, it can definitely attract customers.

» Financial crisis has an impact on organisation

Financial crisis is the situation when the economy is in a financial state
throughout the fall of the Malaysian Ringgit. The volatile currency market is expected
to continue to rise, and this is a worrying situation for a business. The financial crisis
affected KTESB because this situation created a high unemployment rate among the
people. The increase in the cost of living for individuals causes a lack of purchase of
goods. I noticed that KTESB will face many challenges during the financial crisis such
as increasing the number of assistant applications and they have to deal with problems
as soon as they know about it. This crisis will also have an impact on KTESB in terms
of paying salaries to their employees. There are several ways to deal with this situation
may not all be safe but to some extent help to control this situation, but it will take
time to resolve. The first is to know the cause of the financial crisis. Then need to
analyse business expenses and remove non-essential costs. Change the plan state the

budget and also the business strategy. Lastly, it is necessary to monitor sales cash flow.
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7.2 CONCLUSION

To put it briefly, having the chance to receive hands-on training at Kemudi Timur
Elektronik Sdn Bhd has given me substantial exposure in a real-world working situation. As a
student of human resource, I can use the knowledge and abilities I have learned in the classroom
and apply in the workplace. It demonstrates how having an effective learning process will show
in the way we behave and express ourselves in the workplace. Through observing the real
situation at work, I gained knowledge about how to control the situation when there is
misconduct occurring at work and how to solve that problem. Many things that happen in the
company remind me of what I learned during my studies, especially what to do if our colleagues
have problems. This is the responsibility of human resource management, to provide
counseling to colleagues. This experience and knowledge are very meaningful. It has opened
my eyes and mind to understand the real world of work. It shows that, entering the world of

work is very challenging and I need to face it with a high spirit to be a successful person.
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Appendix 1 Uniform storage Kemudi Timur Elektronik Sdn Bhd
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Appendix 4 Making folder labelling Appendix 5 Procedure hiring new staff
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Appendix 6 Emergency route plan Appendix 7 Filing staff medical certificate
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Appendix 11 Discussion for grand opening new branch
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Appendix 12 Preparation before the event

AKTIVITI-AKTIVITI UNTUK OPENING JELAWAT (K19)
SENARAI AKTIVITI-AKT]

SLOT / AKTIVITI 1 ¢ JANGEY LUPO URIK (1:00 - 2:00 pm)
LENSLAGY

PENYANYI

MEGAT NORDIN

MAN KHAN & ARIS KAPILLA
CIKGU NAIM

ROY KAPILLA

[DENMANIO & EDAEZRIN |
DEN MANIO

EDAEZRIN

BIN WAN MOHAW
- MERAH, HUAU, BIRU, PETAK

iors

PALING BESAR ADA KAT KEMUDI TIMUR,
KAT KEMUDI TIMUR
VANG ADA KAT KEMUDI TIMUR SURUH
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Appendix 13 Event grand opening with internship members
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Appendix 14 Clean water filter
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PART 1 — PRELIMINERY PAGES | 1.1 EXECUTIVE SUMMARY Throughout the training period at Kemudi Timur Elektronik Sendirian
Berhad, both theory and practical skills are acquired. The opportunity given is meaningful for the development of a better and
personal carrier improvement. Involvement in carrying out the tasks during the practical really gives realistic industry experience.
Indeed, through practical training, new skills are discovered from assigned duties and responsibilities. Many things were observed
that can be used as a lesson for the future. Cooperation between colleagues is one of the factors of successful business, so this
company need to pay attention to it. To improve cooperation between colleagues, the company needs to emphasize the
principles of cooperation and team spirit that have been set by the company. They need to ensure that employees always follow
this principle. The stronger the cooperation between employees, the stronger the company. The outcome obtained from
undergoing an internship here is that in order to succeed in a business, there will be various challenges and there must be a good
relationship with people who can give profit.
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Kemudi Timur Elektronik Sdn Bhd Headquarters COMPANY NAME Kemudi Timur Elektronik Sdn. Bhd. LOCATION Figure 2 below
shows the company’s area on maps located at PT 5115 & PT 5116, Tingkat 1 & 2, Pasir Tumboh, Jalan Pasir Puteh, 16150 Kota
Bharu, Kelantan.

Figure 2 Kemudi Timur Elektronik Sdn Bhd

view on maps.

PART 3 — COMPANY'S PROFILE 4 BACKGROUND Kemudi Timur Enteprise founded by associate Lieutenant Colonel (PA) Shabki
Bin Abdullah was established in 1997. The company was established with only RM50,000 capital and is located at Greenwood
Park, Jalan Batu Caves, 68100 Batu Caves Selangor. Kemudi Timur Enterprise is also a local company owned 100% by Bumiputera
shareholders. This company is a sole proprietorship company involved in the trading of various electronic, electrical and
commission agency products. In 1999, the second branch was opened in Kota Bharu, Kelantan and this was the first branch to be
opened in Kelantan. This branch

MATCHING BLOCK 4/21 SA INTERN REPORT AFIQAH.pdf (D171952297)

is located at Ni 2864-C Sultanah Zainab, 15000 Kota Bharu, Kelantan. In 2002, Kemudi Timur Elektonik Sdn Bhd was established
to further expand the market.
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Operations began fully in December 2002 and were located at Wakaf Siku. To meet the high demand from customers, Kemudi
Timur started ordering more stock, and a new warehouse was established at Jalan Pintu Geng Kota Bharu. The head office of

" MATCHING BLOCK 521 <n 'NDUSTRIAL TRAINING REPORT - NUR FATIN SYUHADA ..
- (D142662318)

Kemudi Timur Elektronik Sdn Bhd is located at Pt 5115 and 5116, Floor 1 and 2, Pasir Tumboh Jalan Pasir Puteh, 16150 Kota
Bharu, Kelantan.

Demand is increasing, Kemudi Timur Elektronik Sdn Bhd branches are increasing. Now nearly 20 Kemudi Timur branches have
opened in Kelantan. Almost every district has at least one Kemudi Timur branch.

63% MATCHING BLOCK 6/21 SA INTERN REPORT AFIQAH.pdf (D171952297)

The main purpose of Kemudi Timur Electronic Sdn Bhd is to grow the business and provide job opportunities

for Bumiputera and contribute

58% MATCHING BLOCK 7/21 SA INTERN REPORT AFIQAH.pdf (D171952297)

to the economic perspective, in addition to meeting the criteria of public demand for electrical goods by making

Kemudi Timur the best "retailer” for electricity and electronic products and equipment in Malaysia, where it is compatible with the
sole vision of the company. Kemudi Timur Elektronik Sdn Bhd also have their own logo same likes other company. As shown at
figure 3, Kemudi Timur Elektronik Sdn Bhd have three colours which are blue, red, and green. The meaning of these all colours are
symbolizes the color of the electrical wires. The shape for this logo is square. Figure 3 Logo Kemudi Timur Elektronik Sdn Bhd
PART 3 — COMPANY'S PROFILE 5 3.2
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VISION, MISSION AND OBJECTIVES VISION Be the best "RETAILER" of electricals and electronics product in Malaysia. MISSION
Always "COMMITTED

AND WORKING TOGETHER" to improve "INTERNAL AND
EXTERNAL" quality.
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OBJECTIVES e Always provide customer-friendly service to ensure customers always remember KTESB as the best Bumiputera
electrical goods company. ¢ Always apply various marketing techniques to attract interest and bond with customers. « Always
strive to meet customer demand for electrical & electronic goods at reasonable prices to ensure customer satisfaction.

Figure 4 below shown the principles that all of the Kemudi Timur staff need to follow. Figure 4 Principles of Kemudi Timur
Elektronik Sdn bhd

PART 3 — COMPANY'S PROFILE 6 3.3 ORGANIZATIONAL STRUCTURE Figure 5 below portrays the organizational chart of Kemudi
Timur Elektronik Sdn Bhd which there are five main department in the company. Figure 5 Organizational chart of Kemudi Timur
Elektronik Sdn Bhd

PART 3 — COMPANY'S PROFILE 7 3.4 PRODUCTS AND SERVICES Kemudi Timur sells various electrical goods and provides various
services to customers. These electrical products and services can be seen more thoroughly on the Kemudi Timur website. Among
the electrical goods found in Kemudi Timur are home appliances, home entertainment, industrial machinery, kitchen appliances,
beauty and personal care and broadcasting. Various options can be made on the Kemudi Timur website. Customers can check the
price of goods first on the website and go directly to the store to make a purchase. Furthermore, customers can also request a
more detailed explanation of the items purchased from the staff at the store. Thus, if the customer wants to make it easier, the
customer can make the payment online and just wait for the item to be delivered to their home. Among the services provided by
Kemudi Timur is that if the customer buys in the store, there will be a crew on board to help the customer. Various payment
options that can facilitate customers as well as repair services in the event of damage to goods. There is a home air conditioner
planning service, and you can order spare parts and accessories. In addition, delivery services with basic installation are also
provided by Kemudi Timur because they also have their own contractors and one of the installation services provided is air
conditioning installation. Gift wrapping is also available to customers who purchase electrical goods and wish to give them as
gifts. In addition, Kemudi Timur can extend the warranty and provide courier services to customers who purchase online.
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PART 4 — TRAINING'S REFLECTION 8 4.1 TRAINING'S REFLECTION DURATION The date of my internship session is for 24 weeks
or 6 months. It starts from 1 st of March to 15 th of August 2023. For working days, it operates 6 days a week, which is Saturday to
Thursday. We only have days off on Fridays and if there are public holidays. While the working hours are from 9 am to 5 pm and it
includes 1 hour of break time. Break time is not set at what time but usually it is counted as lunch time starting at 1Ipm. DETAILS 1.
Department 1.1 Human resource management - The function of this department is to look after the welfare of employees in case
of any problems. This department will participate in solving this problem through discussions with its own staff or can also involve
the branch manager. The branch manager is the leader of the staff at Kemudi Timur store branches. They can also give evidence
related to the misconduct of staff under their observation. - The main role is to find out about the staff's daily activities including
the staff's attendance at the workplace, the time the employee comes to work, and the reason why the employee does not come
to work to make sure that the work can continue smoothly and comply with what the employer wants. - The recruitment of new
employees and also the consideration of removing staff who have problems or do not perform at work are also roles of this
department. It happens before giving the final decision to the employer whether the employer accepts or not with the decision.
The human resource department also needs to analyze the number of employees in order to identify whether there is a vacancy
or not. 2. Roles The roles of an intern at this company include gaining practical knowledge and practical experience from the
business while carrying out the assignments offered. Being in this department, my role included doing basic calculation of staff
salary. That is why | am considered the same as the human resources and administrative staff.

PART 4 — TRAINING'S REFLECTION 9 3. Responsibilities / tasks / assignments 3.1 Handle staff uniform. This is the first assignment |
got, and | need to do it until the last day of the training session. There are many uniforms which are their corporate uniforms, t-
shirts and uniforms provided by suppliers. Handling staff uniforms such as inspecting staff whether new or old staff who do not
have uniforms. Always update the latest number of uniforms in the uniform total details in Microsoft Excel. Write the name of the
staff who got the uniform in the file uniform document. It is always necessary to ensure that the uniform amount is the same as
the details stored in Microsoft Excel. 3.2 Interact with third parties. Interacting with other parties may be necessary to gain clarity
on certain topics such as negotiating the purchase of products, discussing, and explaining about the activities for an event, or for
other personal reasons. The customer is a third party. Usually, communication takes place through phone calls, e-mails, or formal
letters. 3.3 Helping in create important documents. Many documents were created during the internship here, including making
memos for staff, sorting EA forms and also creating notification letters or claim letters from third parties. Drawing an emergency
route plan is also one of the important tasks given. This is for third party inspection and needs to be posted at each branch. 3.4
Handle office administration tasks. Document management tasks include filling out, printing, and scanning documents. Some
documents also require official acknowledgment copies or received chops, which must be stamped or chopped by authorised
personnel from the legal and secretarial departments. Documents must be organised accurately for record keeping purposes and
filed with the correct title clearly labelled on each file to make retrieval easier. Among the documents that require chopping are
documents related to tent installation from MPKB.

PART 4 — TRAINING'S REFLECTION 10 EXPERIENCES, SKILLS, AND KNOWLEDGE RELATED TO WORK Figure 6 illustrates the
summary for the knowledge, skills, experiences that are related to work. There are three main memorable events as an intern at
Kemudi Timur Elektronik Sdn Bhd. Figure 6 The experiences, skills, and knowledges related to work > One of the most
meaningful experiences during my internship at Kemudi Timur Elektronik Sdn Bhd is that | had the opportunity to cover salesmen
at the branch during the festive season. During the festive season, every Kemudi Timur branch will experience heavy customer
traffic, causing the salesmen to be unable to serve the large number of customers. So, the staff in the store is not enough.
Because of that, the employer ordered almost all the workers in the office to cover the salesmen according to designated branch.
| have been appointed to cover one of the branches, which is the PANASHOP branch. | am able to give explanations to customers
about the product such as the price of products, the advantages of the products and can suggest which one is better to buy.
Through this experience, | was able to learn how to deal with customers and also learn about product details in general. > | also
had the opportunity to manage the grand opening ceremony of Kemudi Timur Elektronik Sdn Bhd's new branch. Various
preparations are made to ensure the event runs smoothly such as making price tags for promotional items and setting up sales
tents. My main role during the ceremony is that | have to control the situation during

PART 4 — TRAINING'S REFLECTION 11 the ceremony by providing interesting activities for the visitors who arrive on the day.
Among the activities provided is a quiz about Kemudi Timur and a style guessing. This activity is provided to liven up the
ceremony. To do the activity, | also need to discuss it with the Disc Jockey (DJ) who is hosting the event. What | gained from this
experience is to know what happens during the event and how to control the situation so that the ceremony becomes lively and
interesting. The most important thing is to ensure that the ceremony gets a good welcome from the visitors. > The opportunities
to participate in meetings is valuable in adding to the work-life experience. Every meeting has a varied agenda and requirements
for a different level of presentation and material preparation. Through the observations made, | can find out the procedure to set-
up of the meeting. As an outcome, | can find out the highlighted topic and also the agenda in the meeting.
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PART 4 — TRAINING'S REFLECTION 12 EXPERIENCES, SKILLS, AND KNOWLEDGE RELATED TO PERSONAL DEVELOPMENT Figure
7 provides an overview of the information relevant to self-development in terms of knowledge, abilities, and experiences. These
encounters help develop abilities and information for enhancing one's character traits. Figure 7 The experiences, skills, and
knowledges related to personal development > Ad hoc work is unpredictable and often appears out of the blue. It happened to
me, where | must complete the current task given and also the new task in the same period. Therefore, managing both current
and future tasks require excellent time management and multi-tasking skills. Priorities must be determined according to the level
of need to handle them effectively. > There are certain tasks that need to be dealt with by clients and colleagues to complete
such as the buying and selling process. In doing this process, not only communication skills are needed but also confidence is
needed to persuade customers and colleagues. To achieve this goal, the subject must be presented accurately to promote
understanding among all parties, and this can also avoid misunderstandings.

PART 4 — TRAINING'S REFLECTION 13 > The opportunity to participate in preparing a proposal for a grand opening ceremony
with teammates demonstrates the value of teamwork. This is also important to complete the project successfully. Additionally, it
can improve relationships with colleagues. While completing the work, the proper proposal writing format is also learned. >
Another experience | got was helping the marketing department. This department has a lot of work that needs to be displayed on
the internet to attract more customers. Various activities they do, and | have the opportunity to participate in one of their activities
which is the CSR program. This program is a community program, sharing sweets and dates in the month of fasting. They will
display this program on the internet as a sign that Kemudi Timur wants to share good things. In addition, | also got to act in the
advertising video they did. This further enhanced my knowledge of how to promote over the internet as | gained a lot of
information through the acting scripts given.

PART 4 — TRAINING'S REFLECTION 14 BENEFITS Figure 8 shows the benefits gained during internship. There are two categories of
benefits obtained during internship period at Kemudi Timur. For extrinsic benefits or external reward, Kemudi Timur Elektronik Sdn
Bhd provides an allowance of RM500 per month for every practical student at this time. Any requirement for office supplies such
as stationery can be requested from the Administration Department. Another extrinsic benefit is a wider network. Through Kemudi
Timur | was able to expand my networking because | was able to deal with customers directly in addition to getting guidance from
the staff at the company as well. Then, | learnt about new software, especially the software related to the clock in and clock out
system for the employees there, which is infotech. Besides, | also got an Eid token every time during the festive season and | also
got this Eid token for acting in an advertising video directed by the marketing department. The most | can get this token is as
much as RM150. For intrinsic benefits that include internal rewards. | can improve my communication skills because during this
internship | have to deal with people regardless of age and mostly old people. | also have to maintain conversations with people
around me even if they are younger because they are high-ranking people. Other than that, | know how to manage my time
wisely. Finally, | was able to understand more clearly the conditions of employees who want to work on a contract basis as well as
on a permanent basis because | was given permission to participate in meetings related to those conditions. Figure 8 Benefits
gained during internship at Kemudi Timur Elektronik Sdn Bhd

PART 5 — SWOT ANALYSIS 15 5.1 SWOT ANALYSIS Figure 9 below shown the SWOT analysis diagram. Figure 9 SWOT Analysis
PART 6 — DISCUSSIONS AND RECOMMENDATIONS 16 6.1 DISCUSSIONS AND RECOMMENDATIONS 6.1.1 Strengths > Strong
relationship with suppliers. Having a good relationship with suppliers is a strength that greatly influences the success of Kemudi
Timur. With that relationship, they have a lot of brands and variety of electrical products in one shop and it's available in every
Kemudi Timur branch. It also can become a one stop center for customers buying their electrical products. | observed this
through opportunities to become saleswomen at one of Kemudi Timur branch which is Panashop branch. Furthermore, | saw that
suppliers always come to the office having a meeting with the founder or managing director and director or CEO to set their new
target together. This makes KTESB stock supply always available. Based on my opinion, this company needs to always achieve the
target set up by supplier so that can maintain dealings with supplier and need to take care in terms of debt and talk well with
suppliers so that suppliers always put their trust in us to continue dealing with them. Every target that the company achieves will
receive an award promised by suppliers. > Firmly established in electricity marketing in Kelantan Kemudi Timur Elektronik Sdn Bhd
adalah salah satu company yang firmly established in electricity marketing in Kelantan. When those people who heard about the
Kemudi Timur's name they will automatically think about electric product. Kemudi Timur is a well-known and successful business
because now it has almost 20 branches in Kelantan and

100% MATCHING BLOCK 10/21 SA INTERN REPORT AFIQAH.pdf (D171952297)

has become the first choice among local people here compared to

the other companies. The places of Kemudi Timur branches are mostly in strategic areas. Because of this well-known business
they have many loyal customers. Another proof that Kemudi Timur is this company has survived from 1997 until now 2023 and
can also be the focus of domestic tourists especially during the holiday season. My recommendation for this company to maintain
this strength is to always maintain relationships with customers everywhere because customers are the source of a company's
strength.

PART 6 — DISCUSSIONS AND RECOMMENDATIONS 17 6.1.2
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Weaknesses > Demand for certain product offered seasonal and high during festive season only

Kemudi Timur gets a lot of sales, but the number of sales is more significant when there is a festive season and when there is a
sales promotion. Based on my observation, the number of sales is also high during the dry season and there is a lot of demand for
electrical items such as fans and air conditioners. It becomes one of the weaknesses because the high demand is only seasonal.
The number of sales on normal days is less well received. It is because the purchasing power by the customer is decreased, and
employees do not know the skills to sell. This happens because the customer feels that the goods bought are only sold and can
be used only according to the season. Other than that, demand is high during this time because many people return to their
villages and only at this time do they have time to buy. What | want to recommend is that Kemudi Timur needs to increase their
knowledge about the use of the influence of seasonality demand. They need to expand their offer for customers related to items
that are not used seasonally, namely kitchen items. Kitchen items such as blenders and rice cookers will always get requests from
customers because these products are always used not just at certain times. Besides, it is also possible to expand the target
audience not only for residents in Kelantan but also to attract the attention of outsiders to buy at Kemudi Timur. Lastly, they have
to increase discounts and promotions such as holding ‘happy hour' so that customers keep on track with what Kemudi Timur is
doing and are always loyal to buy. > Cooperation among colleagues Employees are a strength for a company, but it can also be a
weakness for the company if there is no agreement between the employees. Colleagues should have the same passion in making
a business a success. Based on my experience here, cooperation among colleagues has been decreased and it has become a
weakness for Kemudi Timur Elektronik Sdn Bhd. What worsened the situation was when the issue of clan culture arose among the
workers. They seem to have their own groups or they care about their own department. In my opinion, the human resource
department can play a role in strengthening the relationship between the employees. The human resource department can hold a
family day to strengthen the bonding of all employees so that it arises in them that they also have a family at work, not just coming
to work.

PART 6 — DISCUSSIONS AND RECOMMENDATIONS 18 This will make them have a sense of responsibility to discuss with their
family. Face any challenge together, not just being selfish.

100% MATCHING BLOCK 12/21 w

A trade union is a group of employees who join together to maintain and improve their conditions of employment (

UNISON, 2022). This company needs to establish a trade union so that all employees feel valued for getting their rights as well as
being able to work together to solve problems.

PART 6 — DISCUSSIONS AND RECOMMENDATIONS 19 6.1.3 Opportunities > Growing advertising Kemudi Timur is well known
business in Kelantan and has many followers on popular social media such as Facebook, Instagram, YouTube and Tiktok. On social
media, can show product visuals more clearly and in line with customer preferences. This is one of Kemudi Timur's opportunities
to advertise through social media. | suggest they need to increase promotional videos or advertisement videos about electrical
goods according to the current trend so as to attract followers to buy. This advertising video is not only for people from Kelantan
but also for people from outside the state of Kelantan. In addition, followers can also invite others to buy because of the
interesting advertising. Kemudi Timur can also promote about easy payment methods to buy Kemudi Timur goods by doing video
explanation. > Growing market In Kelantan, Kemudi Timur is a widely recognised business. As a result, they have the chance to
grow their company into other states, perhaps by setting up shop in Terengganu and Pahang. They can broaden their market by
developing a new branch in a different country. A business may benefit from it by gaining more clients and boosting sales. By
opening a new branch maybe they can expand their products to customers such as electronic home furniture.
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PART 6 — DISCUSSIONS AND RECOMMENDATIONS 20 6.1.4 Threats > Fierce competition For the threats, this company has
fierce competition in terms of price, place or area and also the product. There are a lot of other businesses that sell the same
things, so they compete related to those 3 things. The most noticeable thing is that Kemudi Timur in every branch must have
competitors nearby. This causes higher competition for the sale of electrical goods. | learned this when some customers come to
the store to survey the price and go to other nearby stores to ask about the price. There are also product prices that need to be
increased or decreased from competitors' prices in order to maintain sales profits or losses. Among the competitors close to
Kemudi Timur are G-Orange, Sen Heng and Darson. In my opinions, to make sure they can handle this situation is this company
can give more attention to services like salesman need to give a good service in terms of product installation description to
customer. Most of the customers care about how they are treated. With a good service, they can distinguish the quality of a
business, coupled with a more reasonable price of goods compared to other competitors, it can definitely attract customers. >
Financial crisis has an impact on organisation Financial crisis is the situation when the economy is in a financial state throughout
the fall of the Malaysian Ringgit. The volatile currency market is expected to continue to rise, and this is a worrying situation for a
business. The financial crisis affected KTESB because this situation created a high unemployment rate among the people. The
increase in the cost of living for individuals causes a lack of purchase of goods. | noticed that KTESB will face many challenges
during the financial crisis such as increasing the number of assistant applications and they have to deal with problems as soon as
they know about it. This crisis will also have an impact on KTESB in terms of paying salaries to their employees. There are several
ways to deal with this situation may not all be safe but to some extent help to control this situation, but it will take time to resolve.
The first is to know the cause of the financial crisis. Then need to analyse business expenses and remove non-essential costs.
Change the plan state the budget and also the business strategy. Lastly, it is necessary to monitor sales cash flow.

PART 7 — CONCLUSION 21 7.2 CONCLUSION To put it briefly,
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having the chance to receive hands-on training at Kemudi Timur Elektronik Sdn Bhd has given me substantial exposure in a real-
world working situation. As a student

of human resource, | can use the knowledge and abilities | have learned in the classroom and apply in the workplace. It
demonstrates how having an effective learning process will show in the way we behave and express ourselves in the workplace.
Through observing the real situation at work, | gained knowledge about how to control the situation when there is misconduct
occurring at work and how to solve that problem. Many things that happen in the company remind me of what | learned during
my studies, especially what to do if our colleagues have problems. This is the responsibility of human resource management, to
provide counseling to colleagues. This experience and knowledge are very meaningful. It has opened my eyes and mind to
understand the real world of work. It shows that, entering the world of work is very challenging and | need to face it with a high
spirit to be a successful person.
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