


Attendance:

(Please Scan and
fill the form)




3 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



4  What Is Co-Op?

o Internship for UCSI programmes

o3 course modules (Co-op 1, Co-op 2 & Co-op
3)

o2 months real workplace training experience.
o Compulsory subject.

oEach module carries 3 credit hours and grades
based on written assignments & employer’s
evaluation upon completion.



5 Placement Requirements

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

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

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

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

o Co-op 2 and 3 must be related to your course.
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5 Steps

To Complete Placement Process

o Step 1.

o Step 2.

o Step 3.

o Step 4.

o Step 5.

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

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).

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).

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

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).



/ 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/

8 Co-Op Schedule

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

o Graduating students who would be completing
your final year can apply for your Co-op in
January Semester, May Semester or Sept
Semester.



DOs & DON’Ts
Obtaining A Co-Op Placement

o What to do:

V Ensure your CV/ Resume is up to date.

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

V Regularly check your email to stay updated to company reply.
V Reply and confirm any interview invitations.

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

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

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

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

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

x Do not lie in your application.
x Do not be ill-prepared for your interview.
x Do not be late for an interview.

x Do not miss any opportunities given.



11 DOs & DON’Ts
Accepting a Co-Op Placement

o What to do:

V Check and understand your offer letter before accepting it.

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

V Be sure of your duties & responsibilities.

V Ensure it fulfills your Co-op level requirements.

V Be sure of your working days & hours.

V Be sure of all terms & conditions.

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

V Consider all conditions before accepting the job.
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o What NOT to do:

x Do not sign offer that you are unclear of.

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

x Do not assume your duties & responsibilities,
working hours and / or duration.



13 DOs & DON’Ts
Confidentiality

o What to do:

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

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

V Keep your computer locked when not in use.

V Keep a password to protect sensitive files and
documents.
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o What NOT to do:

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

x Do not misuse or forge signatures.
x Do not leave sensitive information lying around the office.

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

x Do not install unauthorized software in your work computer.



15 DOs & DON’'Ts
Resighation

o What to do:

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

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

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

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

V 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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o What NOT to do:

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

x Do not resign via text message or voice mail message.
x Do not leave a bad impression.

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

x Do not take company property with you (including office
supplies).



DOs & DON’Ts
17 Taking Leave / Time Off

o What to do:

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

V Obtain approval & acknowledgement from your company
supervisor.

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

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

V Do provide supporting documents.
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o What NOT to do:

x Do not be absent from work without any notice.

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

x Do not take time off/ leave without company
supervisor’s consent.



19 DOs & DON'Ts
Termination & Layoff

o What to do:

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

V. Provide sufficient evidence if deemed as
wrongful termination.
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o What NOT to do:

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

x Do not make false or negative statement that
damage the reputation of the company or
employer after being terminated.

20



21 Clash With Examination

o Students can take leave 3 days for 1 subject (including exam day)
o if exam on Sunday (can take leave on Friday and Saturday)

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

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

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

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

o if exam on Saturday (can take leave on Thursday and Friday)

o Students can take leave 4 days for 2 subjects in one day or continuous days
(including exam day).




77 Notes:

o 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.

o 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)

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

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

22


http://www.pilley.edu.my/ucsi-co-operative-education-placement-programme/

3 Sample — Confirmation & Acceptance Slip

CONFIRMATION AND ACCEPTAMNCE SLIP
To: Co-Dperative Mlacement Coordinator
METHODIST PILLEY INSTITUTE
Jalan Lily, P.O.Box 76O
96003, Sibu, Sarawak.

Attn:  Ms. Alison Hii

Tel: 0E4-322263 Fax: 0854-320623

From: Company Mame:
Addrass:

Tel: Fax:

| / We hereby accept [ do not accept the student(s) for Industrial Placement.

Immediate Work Supervisor {Full Name]

Position

Contact Number

Email

Date

Company Cop

Signature

name of student(s) accepted

Duration of Employment

Working Days & Hours

allowance [Optional) M per month,/ per day/ not applicable

5T511-F1
EEV.01-02020



24 Sample — Co-Op Job Approval Form

Co-0p Job Approval Form
LbES Eeluscia B Sl b, | 185479-11) é UCSI
Findly & il Fa [+ [ HelHeF A -
e e e > Uiy

STUDENT SECTHIN jar saicetar sum bs iy sompiated by shtnd

Elvidal hio Full PR i e Frg Efwoded Yor | CoaeOp Twtn (L KP Livesd)
Tl pleaim b Emsil &2dima
Tt Mirme
I I 5 —
Telaphone Mo Facalmida hin Erruml
Oiffcm Aukininia.
e - oo code, iR oo

Rmanon(s) For Co-ap Job Salested

St Dl uf et n
By comphating ind subwmiting B Fomm, | deciete Bt | fiee sbiained iy cen Co-Op ol and wtech my smployer's Litar of Apssintminl duly
akgrond] by rynall ik procl of efmployment | hanaby insirus the Faculty fol 1o find i @ Co-op Job for the slbov Co-OpTem

Shadant hare Elgnalure [T
SCHOOL/ICENTRE SECTION s Lo £ o
Chacklint For Full Approval |Fiims sl o sy oy ‘inrifad by Sz-op CoordraonHoHaP

1 |Aberen aluder section Tuly cormgbeted
L | Lot ol Agp Fram Comisps Ernpboyar whish ik ol mest B fsowing

= chabiies i Pk it

®  dunation of afpiopmend
= waiking heif
L] v I

= narme of irnredisle serk sl parssor

= slgraiue of Co-op student indkoaling ecosplanos of Job Offer

3| L from wiusend steling oteined oeft Gb o Lefer = Sppol=racs m ot el e
Cop Coordnaics | Heed of Daparssan (Mol |

Hawd of Prog [HaP} & T
bl Fat Cirasted
Pm=arka:
Go-op Coosdisaior | Hed of Daparirmam (Aol ( Dirta

Fad i Prring rrvems [Hal"| Appeavial Name & Signatrel

FOERNAD-J0H
Py 0, Dfaciion 18 Jus 20

18




?5 Sample - Co-Op Assignment Submission Form

$
UCsI

Faculty of Management and Information Technology
Courzework Submizzion Form

BA (Hons) in hMarketing

EAD10#]1:- COOPERATIVE PLACEMENT 1

IIVERSITY
Erastanl Marss. Exalast 1D:
Sulged barm COPERATIVE PLACEWENT ugramme.

Sl Cooncha:
Lusetuiris! Tl

Famygrred Mo e Tile
Do Dl
Fairmygrr i Wl i

ol | i sl Se suSsaBed by e dun Sele

Im- FEB 208
MAE - APR 2015
MEY - JUN 2018
JULY - ARG 2018
BEPF - OCT 208
MOV - DEC 2518

T i ol & ghanled, D ol b specled with D axerded doe dabe aed @ & greslurs fom B becilingd & Wilsd

Moo
T} Vied e eSeeced| b raliin o el of pour e fasorl
I 1 you imjure @ screosledgament isompd of Prs sz,

i oy Lirell Edgratiie of Lissiiieil Tulei

Srotenl & Slatermend

ey kit ia Dl The weii ubriDed i fry owft | conillin teal | firee e o uioenlood B Uity reguiations sith
wpid i el Tl P Coliinen dfad il if Pk sodh il b SedilEed

Siidhard Sigraliie

s L Dgoarars)

i i P i dupcale copy of Dhis foim Dl
Foewip? of A et
Frnouni T B ooy by Dot Thirrea

e 5 Chacidisl | v reed B Pod koo dssessmend iileta

(o B ravad Do |

Wiy | Mk =

& Assgnmeanl

[,

[#i]

&

[l

H| Empioper Evaluatios

p|ojola|a

5%

Co-op Supervisoss Commants:

Gt S whies i S grlia

]
Rapay= Greda

HAPRE EEY:

[ = Tommly necsousts
1 = Wy poor sfiot

I = Minimom

ot

¥ 1
2 = Fuirly goos i grasd
4 = Yy geod
B = Doosdlmnt

Note: Assignment
questions to be
obtain from your
respective
Academic Co-ord.
of your programme




Sample - Co-Op Placement Experience Survey Form

Co-Op Placement Experience Survey Form

S Edwcation ide. Bhd. [185475-U)

Student Name

Student ID

Programme ; Nofte:
Co-0p Leve : Completed
CoOpComeany by students

&)  Owerall assessment of my Co-Op Plscement experisnce.
Plaaze tick [+ tha relayvant boxes for the Delow:
Om o scoie of I-5 [1=Poor, anad SolmNot. I an o ki

1 The Co-Oip Flacement has strengthened my confidence in oy cinserfscacemic programme

2 |fexl more pregared for My caresr after completing Ty Co-0n Flacement

3. The Co-Dip Flacement expenencs has positively influsnced my educational and carser gosls

4. During my Co-0p Placement, | Semonstrated discipline

5. Duringmy Co-Op Plosment, | demonstrated compebency in profiessionalism | work ethics

€ During my Co-Op Placsment, | demonstrated compebency in proble m solving skills

7. During my Co-0p Placement, | demonstrated compebancy in communication siills

2 Duringmy Co-Op Plecement, | demonstrated compebandy in teameo ik

5. |'wes able to successhally adapt to the loostion and surmounding of my Co-0p Fiscement

10, | prackiosd more saitreflection throughout my Co-Op Placement period

11, UCS University's coursework has prepared me fior my Co-Op Placament experisnce

(B} My Co-Dp Placement sxperience has open the doors for me to future job offer|s) O Yes O ko

[C) The compamy whiers | worked during my Co-Op Placement has already offered me a job, for when | graguate
O fes O Ne

D] Plzase rate yourselfin the following aress:

Please tick [+ |the relevant boues for the below:
Om o sezia of I-5 [1=Poar, ol WleMor reva voursel on o kil

a) Personal Organisation

bl Irdividusl Inibatees
c} Busimess Knowledge Skills
d]l Analytical Skills

2] Presentation Skills

f] ©Oral Communication Skills

El Written Communication Skills

]

Team Skills

i] Sup=ndsory’ Management Skills

Dibenrs

FOSMSAA-CECHPESF L2
BV 03381




/ Sample - Co-op Student Evaluation Form

Co-Op Student Evaluation Note:

(TO BE COMPLETED BY EMPLOYERS) Completed by
Student Mame: employers

Student ID Mo.

Cio-op tarm: jplease Hok -l the commact work teem and the year)

J 15%ep-310ct (Year: )
O 1 Nev-321Des (Year }
O Other (pleasc specify) Term: } (Year: }

Thiz form Is to be complated by the Co-0pi Infern's Supsrvizor.

Kindly use ona form per student.

Mo

| You may photocapyine-prnt this form If necesearny.

3) This evaluation shauld b2 comgleted by the Indlvldual In the besl postlon 1o 35E2sE tha studant's
parfarmanca.

A giscussion of fe evaiuaton with e Swosns woluld be mostbeneficial oo Aleher canse devaloDmens

Co-0p In Malaysla:
Flazze submit hargcopy 10 thelr reepeciive Co-0p coordinator In faculty prior 1o the LA ST DAY of So-Cp

Co-0p In Overeaa:
Flagse emall saficopy to thelr respectve Co-0p coordinator In faculty prior io the LA ST DAY of Co-Op

Employars may chooss to completa and submit tha evaluation farm In the following ways:
{a]  Hardeopy of this form ba:

Alzarn H))

Cooparative Education & Career 3arvicas (CECS)

Keethadist Bjllgy InetHude

Jalan Ly, 36000 Slpy, Sarswak

Tel: +6 (DB4) 322285
OR

{b)  Soficopy of this form to CECE OfMce @ Emall: sishifplley ety mmy




Co-Op Placement Flow Chart Procedures

BEFORE CO-OP

Briefing on Industrial Training
(By CECS Office)

NO

Students write / update their
CV and resume

v

Checking CV and Resume

(By CECS Office)

Acceptable?

YES
4

Students search for
prospective Company and
send resume to companies' HR

Accepted?

Briefing information is available to
students on MPI website

28



NO

YES

NO

Student to SEE Academic
Co-Op Coordinator (ACC)
for verification of documents

and obtain assignment
guestions.
Documents:

1) Co-op Job Approval Form
(Form SAA-CECS/JA 02)
&

2) Offer letter/ Confirmation
and Acceptance Slip
(STS-11-F1)

Accepted?

YES

A

A
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)

v

Go to Industrial Training |




Student doing industrial Note:

training in company Students are to submit a
photo of yourself at place of
internship and write a short
Visitation by CPC testimony of how your

and Academic Co-op . . .
Coordinator internship benefits you.

End of the Industrial
After Co-op l Training
Student/ Employer to
submit to CECS
office:
SR (@) "Student Co-Op

submit CECS to submit marks
Assignmentto | to Academic Co-op
Academic Co- [Coordinator when finish

Experience Survey &
Feedback Form" by

e " student
op Coordinator b marking (FORM/AD-20/05)
(ACC) &

(b) Co-Op Student
Evaluation by
Employer
(Google Form)

A

Marking Assignment by ACC

v

Pass the report and
document to UCSI
Program Liaison Office
to do scanning

Submit all report and
document to UCSI




WHAT CONSTITUTES A

RESUME?




Key Components

* Personal Profile — brief about yourself

 Objective — why do you want to apply?

 Education — past & current

e Skills & Strengths — Soft & hard skills

* Experience — past work experience (if any)

 References — from lecturers or past
employers

(Note: remember to include your contact

information)
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SAMPLE ]

%@ JANE DOE

i
STUDENT AT UCSI UNIVERSITY AT
METHODIST PILLEY INSTITUTE,

SIBU.
CONTACT ME AT PERSONAL PROFILE
9 P | am a final year student at UCSI University taking a Degree

in B.A. in Accounting. | am experienced in c.oocoiiiiiiciici e,

& Email

WORK/ INTERNSHIP EXPERIENCE

] www.reallygreatsite.com

in) ereauygreatsite Westheon FGW | Oct 2017 - present

* Conduct day-to-day project coordination, planning, and
implementation across multiple teams
SKILLS SUMMARY * (Create functional and technical application documents

sese Ableto use apps/ Senior UX Designer
applications_..___ . : ) . . I
PRI Pixelpoint Hive | Jan 2014 - Sept 2017
Able to use Microsoft Word, ) o
* Managed complex projects from start to finish

* Collaborated with other designers
Able to do full set of accounts

* Translated requirements into polished, high-level designs




<+

Email:

) www reallygreatsite.com

@ @reallygreatsite

SKILLS SUMMARY

eswses Able to use apps/

applications......

Able to use Microsoft Word,

Able to do full set of accounts

Enterprise Resource Planning

Staff and User Training

Process Improvement

STUDENT AWARDS/
PARTICIPATION

Most Outstanding Student of
the Year, MPI {2015)

MPI Student Council President

Design Awards, College (2012)

WORK/ INTERNSHIP EXPERIENCE

Westheon FGW | Oct 2017 - present
* Conduct day-to-day project coordination, planning, and

implementation across multiple teams
* (Create functional and technical application documents

Senior UX Designer

Fixelpoint Hive | Jan 2014 - 5ept 2017

* Managed complex projects from start to finish

* Collaborated with other designers

* Translated requirements into polished, high-level designs

EDUCATIONAL HISTORY

Diploma
Masters in Project Management | Jan 2013 - Dec 2014

* Studied project planning, coordination, and ethics
* Worked with various startups on launching new apps and
services

Cliffmoor College

BA Product Design | Dec 2008 - Dec 2012
* GPA:3.26

* Minorin Management

* Thesis involved studying several technology companies
and optimizing their product design process
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SAMPLE 2

Profile CHRIS SMITH
Photo 83 Prospect Road  Orlando, FL 32837
(407) 555-8975 o

OBJECTIVE
Part time position as a clerk in a dental office

PERSONAL SKILLS AND ASSETS
| am a hard working young lady who is willing to learn more. | am responsible,
motivated, educated and punctual. | 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

35



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

36



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:

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

38



WHAT CONSTITUTES A COVER

LETTER?




Heading:

YOUR NAME

ADDRESS

DATE

NAME OF COMPANY

ADDRESS OF COMPANY

SAMPLE COVER LETTER

Internship Position

40




Body:

Dear Sir/Madam.

Re: Application for Internshi

My name 1S ..................... and I am currently pursuing a Bachelor of ...... (Hons)
1) R (in collaboration with UCSI University) at Methodist Pilley Institute.
My study requires me to gain internship experience as part of my course requirement and as an
accounting (change to suit vour programme) major, I am looking forward to experience
accounting work in the real world.

As such, T am writing in to apply for the accounting intern position at your company. My
required internship period will be from 1 September 2021 to 2 February 2022 (change to suit
vour programme). 1 have also enclosed a copy of my resume for your viewing and
consideration.

My key strengths would include teamwork. effective communication with others and time
management to ensure my work is done on time). I have a comprehensive understanding of
accounting principles and knowledge to apply into accounting work. I also have knowledge in
computer applications such as Microsoft Word and Excel. Please see my resume for additional
information on my experience.

I can be reached anytime via email at .................. ormobileno. ... and I
look forward to hearing from you about this opportunity and how I can contribute to your
company.

Thank you for your time and consideration.




Ending:

I can be reached anytime via email at .................. ormobile no. ...................... and I
look forward to hearing from you about this opportunity and how I can contribute to your
company.

Thank you for your time and consideration.

Sincerely,

[YOUR NAME TYPED]
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YOUR NAME

ADDRESS
DATE
SAMPLE COVER LETTER
NAME OF COMPANY
ADDRESS OF COMPANY Internship Position
Dreear SirMhadam,
Ee: Application for Internship
My name is ...l and I am cumently pursuing a Bachelor of ... {Hons)
M .oeeeeoccannennenneo.o. (0 collaberation with UCSI University) at Methodist Pilley Institute.

My study requires me to gain internship experience as part of my course requirement and as an
accounting (change fo suit your programme) major, I am locking forward to experience
accounting work in the real world.

As such, I am writing in to apply for the accounting intemn position at your company. My
required imtenship period will be from 1 September 2021 to 2 Febmary 2022 (change fo suit

vour programme). 1 have also enclosed a copy of my resume for yowr viewing and
consideration.

My key strengths would include teamwork, effective communication with others and time
management to ensure my work is done on time). I have a comprehensive understanding of
accounting principles and knowledge to apply inte accounting work. I also have knowledge in
computer applications such as Microsoft Word and Excel. Please see my resume for additional
mformation on my experience.

I can be reached anytime viaemail at ... ... ormobilleno. ... and I
look forward to heanng from you about this opportimity and how I can contmbute to your
company.

Thank you for your time and consideration.

Sincerely,

[YOUE.NAME TYPED]






45 Scan to join

X MPI Degree Student X
group In facebook

THANK YOU!




