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Person In Charge 

Co-op Placement Coordinator

Name : Ms. Alison Hii

Email  : atshii@pilley.edu.my

Co-Op Academic Supervisor

1. Mr. Dominic Hu - B.A. (Hons) in Accounting 

2. Ms. Teo Jie - B.A. (Hons) in Marketing 

3. Ms. Tiong Huoy Ci– B.SC. (Hons) in Finance & 
Investment
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What Is Co-Op?

◦ Internship for UCSI programmes

◦3 course modules (Co-op 1, Co-op 2 & Co-op
3)

◦2 months real workplace training experience.

◦Compulsory subject.

◦Each module carries 3 credit hours and grades
based on written assignments & employer’s
evaluation upon completion.
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Placement Requirements

◦ Must complete 60% of the course work each year / level 
with a minimum CGPA of 2.0 (50-59%).

◦ Most employer require a minimum CGPA of 2.5 (65%) or 
more.

◦ A student who has not met the academic prerequisites is 
not eligible for co-op and has to defer the co-op term.

◦ Co-op 1 prioritize soft skills training. Students may apply 
for administrative or support services job.

◦ Co-op 2 and 3 must be related to your course.
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5 Steps 
To Complete Placement Process

◦ Step 1. Create or edit CV/ resume and prepare a Cover Letter (Samples
provided).

◦ Step 2. Source & secure a Co-Op placement offer – find your own
placement or through Co-Op Placement Coordinator (for Co-Op 2
& 3 you are encourage to look for your own Co-Op Placement).

◦ Step 3. Submission of Appointment Letter from the company OR
Confirmation & Acceptance Slip + Co-op Job Approval Form (to
be approved/ signed by respective Co-op Academic supervisor).

◦ Step 4. Obtain & Submission of assignments (from/ to) your respective
program Academic supervisor before due date.

◦ Step 5. Submission of Co-op Employer evaluation form & Co-Op
placement experience survey form (to Co-op Coordinator) at the
end of placement (before due date).
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Important Forms to Use

Confirmation and Acceptance Slip - A form to be completed by 
the company after they have accepted your application. 

Job Approval Form – to be completed by students and signed 
by Co-Op supervisor.

Co-Op Student Evaluation Form – to be completed by the 
Company Supervisor / Employer at the end of Co-op period.

Co-Op Placement Experience Survey Form – to be completed 
by the student at the end of Co-op period.

Samples of the above forms are attached for reference & is 
available on MPI website at this link: 
http://www.pilley.edu.my/ucsi-co-operative-education-
placement-programme/
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Co-Op Schedule

◦ The Co-Op term is scheduled annually from 1 
Nov to 31 Dec of each year. (Subject to changes 
by UCSI).

◦Graduating students who would be completing 
your final year can apply for your Co-op in 
January Semester, May Semester or Sept 
Semester.
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DOs & DON’Ts 
Obtaining A Co-Op Placement

◦ What to do:

√ Ensure your CV/ Resume is up to date.

√ Start early to apply for Co-op job (as early as May).

√ Regularly check your email to stay updated to company reply.

√ Reply and confirm any interview invitations.

√ Inform interviewers if you are unable to make it to the given 
interview timeslot.

√ Dress appropriately for an interview; preferably in formal unless 
informed otherwise.

√ Seek for help and advise from Faculty if you need.
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◦ What NOT to do:

× Do not forget to spell-check your Resume before sending 
it to recruiter.

× Do not only start to look for your Co-op job a month 
before commencement.

× Do not lie in your application.

× Do not be ill-prepared for your interview.

× Do not be late for an interview.

× Do not miss any opportunities given.
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DOs & DON’Ts 
Accepting a Co-Op Placement

◦ What to do:

√ Check and understand your offer letter before accepting it.

√ Make sure the work-term fulfills  your requirement Co-op 
duration.

√ Be sure of your duties & responsibilities.

√ Ensure it fulfills your Co-op level requirements.

√ Be sure of your working days & hours.

√ Be sure of all terms & conditions.

√ Sign & accept the offer upon checking all the above.

√ Consider all conditions before accepting the job.
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◦What NOT to do:

× Do not sign offer that you are unclear of.

× Do not sign & accept multiple offer letters for 
the same duration.

× Do not assume your duties & responsibilities, 
working hours and / or duration.
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DOs & DON’Ts
Confidentiality

◦ What to do:

√ Request for permission to include confidential company 
information in your Co-Op report.

√ Ensure you are aware of any confidential policy that your 
Co-Op company may have.

√ Keep your computer locked when not in use.

√ Keep a password to protect sensitive files and 
documents.
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◦ What NOT to do:

× Do not post or share confidential information to any third 
parties.

× Do not misuse or forge signatures.

× Do not leave sensitive information lying around the office.

× Do not synchronize any personal devices to company’s 
computer without consent from your supervisor.

× Do not install unauthorized software in your work computer.
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DOs & DON’Ts 
Resignation 

◦ What to do:

√ Obtain approval from both your Faculty & Co-Op supervisor before 
resigning.

√ Seek advice from a professional in the field and / or your Co-op 
supervisor before resigning.

√ Read the terms & conditions, and / or company’s policy on 
resignation.

√ Be professional in all your actions (both written & verbal)

√ Submit a formal resignation letter along with an apology letter to your 
supervisor and a copy to  your Faculty & the Co-op supervisor.
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◦ What NOT to do:

× Do not resign without approval from your Faculty & Co-Op 
supervisor.

× Do not resign via text message or voice mail message.

× Do not leave a bad impression.

× Do not leave a Co-Op placement because you ‘don’t like it’ 
or ‘thought it would be different’.

× Do not take company property with you (including office 
supplies).
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DOs & DON’Ts 
Taking Leave / Time Off

◦ What to do:

√ Obtain approval from both your Faculty and Co-Op 
supervisor.

√ Obtain approval & acknowledgement from your company 
supervisor.

√ Understand the company’s policy on taking leave or time-off, 
if any.

√ Immediately inform your company supervisor, Faculty & Co-
Op Supervisor if you are on any medical or emergency leaves
on a working day.

√ Do provide supporting documents.
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◦What NOT to do:

× Do not be absent from work without any notice.

× Do not take time off / leave without your 
Faculty, Co-Op Supervisor & Company 
supervisor’s approval.

× Do not take time off/ leave without company 
supervisor’s consent.
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DOs & DON’Ts 
Termination & Layoff

◦What to do:

√ Immediately inform your Faculty & Co-Op
supervisor on any terminations or layoffs.

√ Provide sufficient evidence if deemed as
wrongful termination.
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◦What NOT to do:

× Do not withhold the termination or layoff 
information until the end of the Co-Op term.

× Do not make false or negative statement that 
damage the reputation of the company or 
employer after being terminated.
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Clash With Examination 
◦ Students can take leave 3 days for 1 subject (including exam day)

◦ if exam on Sunday (can take leave on Friday and Saturday)

◦ if exam on Monday (can take leave on Saturday and Sunday)

◦ if exam on Tuesday (can take leave on Sunday and Monday)

◦ if exam on Wednesday (can take leave on Monday and 
Tuesday)

◦ if exam on Thursday (can take leave on Tuesday and 
Wednesday)

◦ if exam on Friday (can take leave on Wednesday and 
Thursday)

◦ if exam on Saturday (can take leave on Thursday and Friday)
◦ Students can take leave 4 days for 2 subjects in one day or continuous days

(including exam day). 
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Notes : 

◦ Students will need to get the approval from Company and need to
inform Co-op Coordinator or Co-op Supervisor (by email, or call 084-
322268) if company had approved. Students need to submit the
approval letter for leave from the company together with experience
form.

◦ Extra leave (MORE THAN 3 OR 4 DAYS) will not be accepted even though 
company approved it. (you may refer to Co-Op Student Handbook in 
section 13.3)

◦ Failure to do so will result in a FAIL grade.

◦ For more information, you may refer to Student Co-op Policy:

http://www.pilley.edu.my/ucsi-co-operative-education-
placement-programme/
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23 Sample – Confirmation & Acceptance Slip



Sample – Co-Op Job Approval Form24



Sample - Co-Op Assignment Submission Form25
Note: Assignment 

questions to be 

obtain from your 

respective 

Academic Co-ord. 

of your programme



Sample - Co-Op Placement Experience Survey Form

26
Note:

Completed 

by students



Sample - Co-op Student Evaluation Form27

Note:

Completed by 

employers
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Briefing on Industrial Training 

(By CECS Office)

                               

Students write / update their 

CV and resume 

Checking CV and Resume 

(By CECS Office)

NO

Students search for 

prospective Company and 

send resume to companies' HR

Co-Op Placement Flow Chart Procedures

                 YES

   Briefing information is available to 

students on MPI website

Acceptable?

Accepted?

BEFORE CO-OP



29

       NO

Student to SEE Academic       

Co-Op Coordinator (ACC) 

for verification of documents 

and obtain assignment 

questions.                

Documents:                           

1) Co-op Job Approval Form 

(Form SAA-CECS/JA_02)  

&                                          

2) Offer letter/ Confirmation 

and Acceptance Slip         

(STS-11-F1)

        NO

Students GO TO CECS 

office:

1) Submit the following forms 

for acknowlegement and 

record keeping:                 

Form SAA-CECS/JA_02    

&                                      

STS-11-F1

2) Obtain TWO documents 

from CECS office:                  

(a) Student Co-Op Experience 

Survey & Feedback Form 

(FORM/AD-20/05)             

&  

(b) Co-Op Student Evaluation 

Form (STS-11-F3) 

Go to Industrial Training 

               YES

              YES

Accepted?
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Student doing industrial 

training  in company 

Visitation by CPC

and Academic Co-op 

Coordinator

End of the Industrial 

Training

Student to 

submit 

Assignment to 

Academic Co-

op Coordinator 

(ACC) 

CECS to submit marks 

to Academic Co-op 

Coordinator when finish 

marking

Pass the report and 

document to UCSI 

Program Liaison Office 

to do scanning  

Submit all report and 

document to UCSI

Marking Assignment by ACC

Student/ Employer to 

submit to CECS 

office:                      

(a) "Student Co-Op 

Experience Survey & 

Feedback Form" by 

student  

(FORM/AD-20/05)             

&  

(b) Co-Op Student 

Evaluation by 

Employer         

(Google Form)  

After Co-op

Note:
Students are to submit a 
photo of yourself at place of 
internship and write a short 
testimony of how your 
internship benefits you.
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WHAT CONSTITUTES A 

RESUME?
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• Personal Profile – brief about yourself
• Objective – why do you want to apply?
• Education – past & current
• Skills & Strengths – Soft & hard skills
• Experience – past work experience (if any)
• References – from lecturers or past 

employers
(Note: remember to include your contact 
information)

Key Components
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CHRIS SMITH 
83 Prospect Road  Orlando, FL 32837 

(407) 555-8975  ChrisSmith@msn.com 
 

 

OBJECTIVE 

Part time position as a clerk in a dental office 
 

PERSONAL SKILLS AND ASSETS 

I am a hard working young lady who is willing to learn more. I am responsible, 

motivated, educated and punctual. I am friendly person who enjoys helping others. 

 
EDUCATION 

Winter Park High School Winter Park, FL 

Aug 2005–present 

• Graduating May 2009 

• GPA 3.0 

• Relevant Courses: Business Systems Technology, 

Marketing, Biology 

• Received an award for being a best student 

Profile
Photo

SAMPLE 2
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WORK EXPERIENCE 

2005-present Pizza Paradiso Orlando, FL 

Waitress 

• Provided excellent guest service 

• Dealt with complaints 

• Took orders and served guests in timely manner 

• Handled cash 
 
 

WORK EXPERIENCE 

VALLEY STATE BANK, Huntington, IN 

Bank Teller, Summers 2005 & 2006 

• Provided friendly, professional customer 

service 

• Issued money orders, travelers checks, loan 

payments and deposits/withdrawals 
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COMPUTER SKILLS 

Experienced with Macintosh, IBM PC, Windows XP, 

Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and 

Microsoft Publisher 

 
LANGUAGES 

Bilingual Spanish and English 

REFERENCES

Kristin Tiong (Lecturer) John Doe (Supervisor)

Methodist Pilley Institute Starbucks

Telephone: Telephone:

Email: Email:

 Always obtain permission from references in advance and 
provide them with current resume!



You can also find free resume samples 
and templates on the internet.

Remember to attach your academic 
result to your resume!

Always include a Cover Letter with your 
resume!
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WHAT CONSTITUTES A COVER 

LETTER?



Heading:
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Body:
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Ending:

42



43



Q & A
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THANK YOU!

45 Scan to join 

✶ MPI Degree Student ✶
group in facebook

Please Make Sure 

You Had Fill 

Your Attendance 

before you leave!


