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ABSTRACT

Industrial training is an important phase of a student life. A well planned, properly executed
and evaluated industrial training helps a lot in developing a professional attitude. It develops
an awareness of industrial approach of organization. During 5 months of industrial training
at Kelantan State Secretary's Office (SUK), most of the theoretical knowledge that has been
gained during the course of studies is put to test.

The trainee was assign to Corporate Management Division. The trainee supervisor is Mps.
Rosmawati Bt Haron, an executive officer of the division. A special project which is corporate
video was made during internship by the trainee. In addition, trainee also do several activities
during industrial training and gained lot of knowledge and skills as experiences in working
environment.

Keywords: Kelantan State Secretary’s Office (SUK), Corporate Management Division, SUK
Kelantan corporate video.
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IMC690 INDUSTRIAL TRAINING

CHAPTER 1
INTRODUCTION

1.1 Background of the Organization

Figure 1: Kelantan State Secretary’s Office

Kelantan State Secretary's Office is one of the government bodies which carry out the task
in terms of management and secretarial duties country. Kelantan State Secretary's Office
has been established since the 19th century - 20th Century and which, in the past, the
administration focused solely secretarial affairs of the 'scribes' letters and papers of the

Royal Government official in relation to other state governments.

In the 19th century until the early 20th century secretarial tasks such as writing letters and
papers of the Royal Government official has been carried out by "Semian" (Tok Semian).
The word "Semian" comes from Siam meaning "scribe". At the end of the 19th century,
located in the office building Semian length of wood in front of the Istana Balai Besar and
known as "Opis Long" which was built at the beginning of the reign of Sultan Mansur
(1891-1899).

At the beginning of the reign of Sultan Muhammad IV (1899-1920) had built a rectangular
wooden building known as the "Tree Opis Celagi". Kelantan State Secretary's Office also
been placed m the Providence Building, Jalan Sultan Ibrahim, Next to the Old Post Office,
Kota Bharu. During the Japanese occupation in 1942, a new building for the Office of the
Secretary of State has been moved to a new building in Jalan Hospital. Once completed
new buildings in the village of Mas, Jalan Kuala Krai then in March 1987, the Kelantan
State Secretary's Office began to be placed at Kompleks Kota Darulnaim, Kota Bharu,

Kelantan.
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1.1.1 Function

Kelantan State Secretary (SUK) is the secretariat of state who handles the
affairs related to state administration. Among the key role played by the SUK is a
state secretariat to handle administrative affairs of the state, is a leader in the
discovery and implementation of areas to ensure the coordinated development
between the state and the country, particularly in achieving the objective in
realizing the agenda of human resources in settling and implementing strategic
direction to produce human capital needs required by the state to face the

challenges of competitiveness and global.

In addition, it acts as a facilitator, regulator and facilitate the way in matters of
state on the development of national macro policies to make the country globally
competitive, especially the provision of skilled human capital, knowledge, have
self belief, proactive, competent, efficient, productive and smart thinking in

accordance with the conditions to overcome the challenges.

In addition, it also serves as a strategic coordinator for the state to give importance
to stakeholders and customers (citizens) whether the development of infrastructure
and human capital development to ensure compliance with the advancement of the

state of progress of the center.

SUK also acts as a two-way communication between the government and the
people whose administrative offices State Secretary (SUK) have used the model
"Two Step Flow", it is the feedback process between the government and the
people. Through bilateral relationship will help the work so as to provide the best

service to the people.

1.1.2 Objective

Role in shaping, planning, control, coordinate and implement policies and
programs/ activities/ tasks such as Administrative Affairs and celebration program at
the state level, economic planning, the state civil service, local government, finance,
technology, technology information, tourism and culture, housing, the State

Executive Council, Integrity, Training, Human Resource management and so on.
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1.1.3 Vision

State Secretariat planting vision to become a leading organization of public services

is fairly consistent with national development towards Vision 2020.

1.1.4 Mission

The main mission of the organization is to foster a civil servant employees to
produce world-class caliber. In addition, the organization also accomplish the

mission to strengthen the management of public services in the state of Kelantan.

1.1.5 Moto

Towards a World Class Organization.

1.1.6 Logo

Figure 2: Logo of Kelantan State Secretary's Office
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1.1.7 Location

Kelantan State Secretary’s Office was located at Kompleks Kota Darulnaim,

15503, Kota Bharu Kelantan.
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Figure 3: Location of Kelantan State Secretary’s Office
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1.2 Organizational Structure

State Secretary (SUK) is the secretariat of state has the management team to handle the
affairs related to state administration. Parties responsible and have high power in an
organization at the Office of State Secretary (SUK) involved in making a decision. Parties
involved is Yb. Faudzi Bin Dato Haji Haji Che Mamat (State Secretary), Dato 'Dr Tengku
Mohamed Faziharudean (Tengku Kaya Perkasa) (Deputy State Secretary) and Dato' Hj.
Adnan Bin Hussin (Deputy State Secretary).
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Y# DATE DR TERGHU MO RAMED F AZ HARUDEAR
BiW TEMGK U FEE55AL {TING KU MATA PERKASR)
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TPLFISAKG UBUANG

FABRS. TUAN FHS1ADRAN BI RUSSIN
THEBAL AN SETERUSANK KERASSAN
MEGERE XL LANT AN
{PENGU RUSAN)

Figure 4: Organizational Structure of Kelantan State Secretary's Office
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CHAPTER 2

ORGANIZATION INFORMATION

2.1 Departmental Structure ( Corporate Management Division)
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Figure 5: Departmental Structure of Corporate Management Division
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2.2 Vision

Administrative leadership and excellent service.
2.3 Mission
Produce civil servants who have the first class mind and culture.

2.4 Objectives

Maintain, increase and ensures the implementation of all the directives laid down by the
administration from time to time to the maximum possible under any circumstances.

2.5 Function
Corporate Management Division is responsible for managing matters related to customer
complaints, the business target, customer service, choice of the monthly citizens of the
State Secretariat, and coordinate the affairs and external visitors to Kota Darulnaim.
Publication Secretary, Official Diary of the Annual Report and the State Government are

also under the responsibility of the division.

Key responsibilities held are as follows:

1) Management Of Public Complaints

Receive complaints from the Public Complaints Bureau, letters, e-mail, phone and others.
Record every complaint received.

Send any complaints to the relevant department.

Meets three times a year.

2) Annual Werk Targets

Monitoring of the system of Annual Work Targets for offices and agencies of the State.
Meets three times a year.

3) Monthly Staff’s Awards

Meets every month to select a sample Citizen Award for a month.
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4) Newsletter Production And Annual Report

Collecting materials for inclusion in the Bulletin and Annual Report.
Make the editing process.

Draft will be sent to the printing company for publishing.

5) Movement Regulating Room, Hall Lotus And Main Meeting Room

Manage operations room reservations consumption, Lotus Council and the Main Meeting

Room.

6) P.A. System and Photographer

Manage and take orders for the use of PA System and Photographers.
7) Telephone Duties

Received a phone call and pass to the related person or department.
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CHAPTER 3
INDUSTRIAL TRAINING ACTIVITIES

3.1 Training Activities

3.1.1 Filing

e Filing in Kelantan State Secretary office has been done by following the reference
number/code. For example SUK D 200 [10] 747/3.

Figure 6: Example of Files

e There was an active, non-active and closed files.

Figure 7: Active, non-active and closed files
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e Every single sheet of letter that will be keep in the file must be write the letter

description in the front list of the file.
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Figure 8: Example of letter description

o There was also have the file movement card to track the availability.

Figure 9: File movement card
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3.1.2 Library
» Corporate Management Division need to open new library and have to shelving,

sorting and record all the items that will be kept in the rack.

Figure 10: Library activities

o There are a few items that need to be disposed because was affecting by flood.

Figure 11: Disposed items

11
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3.1.3 Photocopy

¢ Need to photocopy a letter, minutes of meeting and so on related to daily work

operation.

Figure 12: Photocopy machine

e Every time use this machine, need to be record in the logbook.
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Figure 13: Photocopy machine loghook
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3.1.4 Faxs

e Faxs all the letter to related organization or department.

Figure 14: Faxs machine

¢ Every time use this machine, need to be record in the logbook.
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Figure 15: Faxs machine loghook
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3.1.5 Create pamphlet

» Create event pamphlet by using microsoft powerpoint (two content layout).
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Figure 16: Event pamphlet
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3.1.6 Montage

e Create Go green montage for Go Green launch event.

Figure 17: Go green montage

3.1.7 Video slideshow

o Create a slideshow video for dinner event of Kelantan State Secretary Office 2017,
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Figure 18: Slideshow dinner
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3.1.8 Buletin Video

¢ Create two (bil/]1 and bil/2) buletin video for being showed to guest that visit the
Kelantan State Secretary Office,
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Figure 19: Buletin video
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3.1.9 Fill in KPSU" daily records
e Fill the KPSU' daily records logbook which is about his meeting and agenda of the

day.
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Figure 20: KPSU' daily records logbook
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3.1.10 Powerpoint presentation slide

e Create powerpoint presentation slide for PSU

PROJEK - PROJEK
INOVASI SEKTOR AWAM
(HISA)

SELAMAT DATANG
KE
PSUK KELANTAN

Figure 21: Presentation slide
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3.1.11 Create Puspanita year book report

Have to manage the email send by every Puspanita branch in Kelantan. Then, sort all

the records properly to make a year book report.
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Figure 22: Puspanita year book report
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3.2 Special Project (Corporate video SUK Kelantan)

Corporate video production is an audio-visual material used by a company, corporation or
organization. Corporate video production often used to a specific purpose in a company or
government corporation for limited show or for show to specific target audience group. This
probably include product produced, service offered include promotion, training and

information that wish to be sent through video form.

Corporate video production is also is as one of the company's marketing strategy or to
promote particular company bodies. Corporate video examples is including staff training and,
security promotion, information on branding or information on corporate body itself. For
SUK Kelantan itself, by having this corporate video, they have one medium which can be
simply shows the summary and little background of the organization. It also includes a real
situation of the services provided by the organization and a picture that they can deliver to

their guests or customers.

20 |
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3.2.1 Problem Statement

Problem statement is one of the methods to investigate problem that occur in the organization
of a way to deliver information. Nowadays, there are various ways to deliver message and
information. It does include magazine, video, radio and television. Below are several
problems that occur :-

1) Verbally deliver organization information to the guest. For example, every guest
that comes to the organization which want to know about SUK Kelantan, the staffs
will explain about the organization verbally.

2) No interactive medium to summarize about the organization. For example, if
anyone wants the see the real situation of the organization, they need to see it by
coming to the organization.

3) The way to deliver information does not interesting.

3.2.2 Objectives

The project has been developed with the objectives of :-

a) To give interesting way to deliver information about the organization.
b) To make easier for the staffs to give simple explanation to the guests.
¢) To shows the real situation of the organization.

d) To reduce sentence in information presentation to guest in the form of

picture and video.

3.2.3 Advantages

From this project development, some advantages were found which including :-
a) Easy to understand.

b) Minimum sentences use.

c) Difference ways to deliver information.

d) Save staff time to deliver organization information.

¢) Easy and save guests time to obtain information about the organization.

21
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3.2.4 Scope of Project

This corporate video actually can be watch and will be publish for the guest of the
organization and to the public. But the focusing of the video is to the guest of the
organization which they can know a little background in interesting way. This video
is the summarization of the company background and services provided. It can shows
the real situation of the organization before the people come there by themself. It also

can attract people to know about the company with an attractive way.

3.2.5 Gantt Chart
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Figure 23: Gantt chart
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3.2.6 Hardware Requirement

e Drone camera : To capture the wide area of Kota Bharu and Kompleks Kota
Darulnaim.

e Canon camera : To capture an images and take video.

Microphone: To capture voice.

Laptop Acer Aspire V5 : For editing and finding items on internet.
3.2.7 Software Requirement

e Adobe Audition : For audio editing (voice over).
¢ Adobe Hlustrator : For creating vector graphics.
® Movie Maker : For video editing.

e Microsoft Powerpoint : Use to create and record slide transitions and animations.
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3.2.8 Story Board

Scene 1

Akan keluar satelit dan peta dunia dari
luar angkasa.

Diikuti dengan peta Malaysia & tunjuk
lokasi Negeri Kelantan.

Gambar dan Video

Scene 2 (Suara latar)

Menceritakan sejarah Negeri Kelantan

“Negeri Kelantan merupakan negeri yang
terkenal dengan perjuangan Tok Janggut,
merupakan negeri yang kaya dengan
budaya kesenian. Kedudukan Negeri
Kelantan yang terletak di sebelah Pantai
Timur menjadikan Negeri Kelantan
terkenal dengan jolokan negeri yang
terkenal dengan “tanah serendah
sekebun bunga”

“Kota Bharu merupakan ibu negeri
Kelantan juga dikenali sebagai “ Kota
Bharu Kota Budaya” sesuai dengan
peranannya yang menjadi pusat kegiatan
budaya bagi rakyat Kelantan. Kota Bharu
berfungsi sebagai ibu Diraja seperti Kayu
Istana Johor, manakala Sultan Ismail
Petra Arch merupakan struktur kayu
hiasan dengan tulisan islam”

Gambar dan video
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Scene 3 (Suara latar) Gambar

- Menceritakan Jata Negeri Kelantan.
- Menceritakan keistimewaan dan maksud
disebalik simbol bendera Kelantan.

LBuorSebt 2:memn 3.Tomock 4:Xes}5:Betmg 6.Pul

Scene 4 (Suara latar) Gambar
- Ringkasan sejarah PSUK { KELANTAN )

- Sejarah PSUK

- " Abad ke 19, Pejabat Semian atau
Setiausaha pada awalnya terletak
dibangunan panjang yang diperbuat
daripada kayu.

- Bangunan ini pada awalnya dibina
dihadapan Istana Balai Besar.

- Pejabat Setiausaha pada awalnya

Borgnee: Gres Pasgosy " sertesak o bohagiom hockpon Ianc Balsi Brsor,
dikenali dengan nama “ Opis Panjang “ e it skt 5535 v aomod v 1955
vang dibina diawal pemerintahan Suitan

Muhammad IV.
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Scene 5 (Suara latar)

Kedudukan PSUK, sebelum Kota Darul

Naim.

i) Pejabat Setiausaha Kerajaan di
Bangunan Takbir.

ii) Pejabat Setiausaha di Padang

Gambar

Gimlate.
iii) Pejabat Setiausaha Kerajaan di
Jalan Hospital Kota Bharu.
iv) Pejabat Setiausaha Kerajaan di
Kota Darul Naim (tempat
sekarang
Scene 6 Gambar dan video
- Menceritakan mengenai Pejabat

Setiausaha Kerajaan di Kota Darul Naim.
Suara Latar.

“ Kota Darul Naim terletak di Kampung
Puteh, Jalan Kuala Krai Kota Bharu.

“ Kota Darul Naim terdiri daripada 8 buah
bangunan vyang  berasingan dan
mempunyai  ciri-ciri reka  bentuk
tempatan negeri Kelantan.
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Scene 7

Menceritakan peranan PSUK Kelantan.
Suara Latar: DATO SUK

“ Setiausaha Kerajaan Negeri merupakan
Ketua Pentadbiran negeri dan bertindak
sebagai Ketua Pejabat bagi semua
Jabatan atau Agensi Kerajaan Badan
Berkanun Negeri dan Perseketuan serta
dua belas (12) Pihak Berkuasa Tempatan
Negeri Kelantan. Antara peranan utama
yang dimainkan oleh Pejabat Setiausaha
Kerajaan Negeri sebagai sekretariat
kerajaan negeri dalam mengendalikan
hal ehawal pentadbiran negeri.
Masukkan gambar setiap bhg dalam
PSUK Kelantan.

% Peranan sebagai pemimpin dan
pelaksana.

¢ Peranan sebagai fasilitator,
pengawal selia (regufator)

< Peranan sebagai penyelaras
strategik negeri.

% Perhubungan dua hala antara
pihak kerajaan dan rakyat .

Gambar dan video

Scene 8

Menceritakan mengenai matlamat PSUK.
Masukkan MOTTO PSUK “ Pentadbiran
membangun bersama Istam ”
Suagra Latar “
“ Dasar Pentadbiran Kerajaan Negeri
Kelantan berpandukan motto
membangun bersama islam iaitu

< Ubudiyyah -

< Masuliah -

>

% ltgan -

| Gambar dan video

_f;i,/" o
Y g
Peneraiu Perkkdmatan fsam

pang CFREZIANG pask 7070

v ’f{’f‘:}!

miclabirkan Fenjovak fovar
Yotz Breloaral Fhveiia

Memperkaakag Sitery Pompaunsas
Frridmatan Awisen Meger elantan

. rf%){n !

#c-arah Orgoamsact Bortaraf Dona

Wkt Class Chrganzaliom|
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e

el i dusrin, dharn sioan iy cheh Alledy di et
h bag

Suaty proses khitafals yang memk
fourts Allah rebriui arvelen yang bertandasken syasiat

HILA TIRAS KETIGA
ITQAN
Kasaiti arja yang boleh ditarjetan sxbagas kobekunan,
itmen dan keriu, yang berskhilak dan

tugx

benmasel serta mrodal ¥ datmn

Scene 9 (Suara latar)

- Menceritakan atau menjelaskan carta
organisasi PSUK

-  Menjelaskan setiap jabatan di bawah
naungan PSUK.

Gambar dan video

Table 1: Storyboard
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3.2.9 Project Design

S FHAL (D ROSPOLSamps.- VLC medks player

LU
B wEe SN o=lsix

Figure 24: Opening

£ FEHAL VESED YORPORNE wopé - X1C sz player
Bieks Fihack Auder ko Took Yeow Hdp
e o . . —

&

oy
WELANTAN

?.m n!ml._gj!‘ HCES

Figure 25: Kelantan state map
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2 FAL VOE0 KORPORAT mpt - VK recks player
Fdedy Mayheck Sexhc Video Took View Helg

-

1| wim|w| mim : o]

Figure 26: Kota Bhavu city area

& FBALYATE KORPORAT.anpA - VLC mesis playe

Warna lambang

Mahkota
Tombak dan Keris
Gl 0 TR ATEY ST
Fakyar Ml kit "_.‘} =

Bulan dan Bintang Dua Pucuk Meriam
AT A Eslam ity kan negeri ing
i vl Pk Magor

Btk 5 bersedia

Kijang
seDJgA mengenong dan merriieriagan
akan Raja Perempuan Kelanui (Che
Wan Kembang & Che Sitl

T

Bowimiml M miei
==

Figure 27: Symbol Kelantan state
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2 FNAL VIDEG XORPORAT.mpd - YU wwerii plaver - a
Mafis Paghecdh Audic Vil Took Vs Hdg

b | ol SlW - o

Figure 28: Kelantan state flag

2 FNAL DED KORPIRALmpS - Vi med plryor - =] x
Mebls Puybek Aade fec Took Vier Hep

:‘J wi|@[omj mim] =]eix

Figure 29: Old building of Kelantan state secretary office
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2 P VIGEG KORPORAY.mp+ - 1< mediz phaysr - =] X

] |8l mim] s|six)

A FRAL YIDEG KORPOSAT.mpS. - V1C medka player - B8 X
Moy Plabeck dede Voo Toch Viss Mo

P os|@mlee miml ow|ex

Figure 31: State Secretary
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A FRRAL VEIED KIFPORAT repd - VL mvedle gl - o X

Media Playhack Awfie Vises lsolt dies Helg

Figure 32: Unit or Division in Kelantan State Secretary Office

=, TR VIDES KORPIRT rph - VLE maedia player - a8 X
Lnds Puyback Anke “Widec Task View Hegp

Peneraju Perkhidmatan Awam
Yang TERBILANG Pada 2020

Figure 33: Vision of Kelantan State Secretary Office
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- PR VIBEG KORPORAT smpd - V1C medis pshaysr - a X
Medu Playheck Audie ‘idea Josk Viaz Hep

> Melahirkan Penjawat Awam Yang
Bertaraf Dunia

> Memperkasakan Sistem Pengurusan
Perkhidmatan Awam Negeri Kelantan

[0
P owimw W s e o 2t

Figure 34: Mision of Kelantan State Secretary Office

A FIMAL VIDEG KORPORAT opé - VIS anvecka playes - o X
Media Plovhock fafis Video Tooh Vies Help

Ke Arah Organisasi Bertaraf Dunia
{(World Class Organization)

.2 3
B owaln] Sin oleix

Figure 35: Motto of Kelantan State Secretary Office
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2. FBIAL VIBEG XORPGRATmps - VIC meds player

[ 3
>

Medis Playback Sasfic Videe Took Viow Help

Berkait rapat dengan agidah yang mana merujuk kepada
tanggungjawab manusia sebagai hamba Allah SWT.
Penekanan lerhadap seseorang penjawat awam ditekankan
dari aspek sifat diri, tujuan hidup dan aktiviti harian yang
dilakukan hendakiah selaras dengan hehendak agama.
Begitu juga dalam tugas seharian hendakiah menepati
matlamat vang ditetaphan oleh Kerajaan.

wimjmi mlw |l

Figure 36: UMI values (Ubudiyah)

2. PR MOEC NORPORAT mps - VLE medis player

=5

Mdedis Finpbed dede Yies Took Yiea Hdp

Menekankan soal amal perbuatan selaras dengan §
tfuntutan syariat. nilai ini diterapkan di dalam satu

pejabat kerajaan bagi menerapkan rasa
tanggungiawab seseorang kakitangan awam
terhadap tugas harian di pejabat. Setiap kakitangan
awam diperingatkan segala aspek kerja mereka
diadli di akhirat kelak.

| ow|m|mi mim e

Figure 37: UMI values (Masuliyah)
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= FRMALVIDEG KOSPORAT sl - T1LL smmis gy
Ml Playback Asde Vil fock Vies ey

Berkail dengan amalan soleh atan akhlak. Akhiak bagi
seseorang kakitangan awam menekankan aspek ketekunan,

kesungguhan dan komitmen tinggi dalam melaksanakan |
tugas harian. Seseorang penjawat awam yvang mempayvai
akhlak tinggi tidak terbabit dengan sebarang penvelewengan
dan salah laku atan bekerja sambil lewa dan curi tulang.

Wis

Blow B SN oz X

Figure 38: UMI values (Itqan)

& FRRLVIDEG KORPCRAT sops - YLC mvediz player
Medis Playhack heic Videw Tosh Vier Helgp

TIMBALAN SETIAUSAMA ﬂmALAN SETIAUSARHA
B i KERAJAAN NEGERI KELANTAN

KERAJAAN NEGERI KELANTAN
K uu FUS Ol
{PEMBANGUNAN; (PENGURUSAN;

- Mt 80
e Ml A r [EENTEY
-, ll.lﬂl- A N LLREAT
BTEA, Gy

e |

BArad ot i [
FOLARS ORIAR,
Cram

S i

Figure 39: Organizational chart
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5 PG VA0EQ KRR repd - YLL rondis plave - 0 X

BRI EE R

e Porkol Rash : v oS
& A5 KERAJAAN NEGERI KELANTAN

SAFETY FIPS

~ > e
D s
\-;//

Figure 40: Official Website

& PMALVAES KSFROSAT rpl - VL seecia player - a X
ed; Mavhad Aude YVides losk Vs el

Figure 41 Closing
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CHAPTER 4
CONCLUSION

4.1 Aplication of knowledge, skills and experience

The trainee had applied the knowledge and skills learnt from Information Management
course overall such as video editing, create presentation slide, creating pamphlet, filing, make
yearbook, library activities and so on that has been learn in various subject under this course.
The experience gathered from joining meeting, events and programmes that was held by SUK

Kelantan and Corporate Management Division.

4.2 Personal thought and opinion

The trainee feels that the organization provide a lot of opportunities and supportive
environment, The supervisor, the staff and even the top management are friendly and easy to
dealt with. The trainee also thinks that knowledge and skills gained from the organization is

necessary and useful to be used in working environment soon.

4.3 Lesson learnt

The trainee has learnt to be more dicipline, punctual and has improve in
communication skills. Being in working surrounding, the trainee has learnt how to commit
with time, people, multiple tasks and so on that can be adapt in real working environment

$0011.

4.4 Limitations and recommendations

The equipment provided by organization is quite limited. The trainee would like to
suggest that some improvement need to be done by SUK Kelantan in the term of how they
disposed their important document. They need a shredding machine to disposed their non-
active document because all the information is the state secret. The trainee would also like to
recommend that faculty may impoved the course by providing more technical skills rather

than only theories learnt in class.
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