
CO-OP BRIEFING
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PERSON IN CHARGE 

Co-op Placement Coordinator

Name : Yew Kiong Lim

Email  : klyew@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. Angela Tiong Ee Ling– B.SC. (Hons) in Finance & Investment



WHAT IS CO-OP?

• Internship for UCSI programmes

• 3 course modules (Co-Op 1, then Co-Op 2 & Co-Op 3)

• Co-Op 2 & 3 can together during long semester (Jan May).

• Co-Op 2 & 3 cannot together during short semester (Sept).

• Above 2 situation could be different. So please refer to your mentor.

• Co-Op 1 cannot together with other co-op.

• 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.



CO-OP SCHEDULE

• 2 months per Co-Op.

• The Co-Op 1 normally at Sept Semester.

• Co-Op 2 & 3 can at January Semester, May Semester.

• If Sept semester only can Co-op 2 or Co-op 3.

• During Co-op no other subjects are allowed to enroll, except EAB.



PLACEMENT REQUIREMENTS

• Must complete 60% of the course work each year / level with a 

minimum CGPA of 2.0 (50-59%).

• If not confirm, ask your mentor.

• 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.



5 STEPS 
TO COMPLETE PLACEMENT PROCESS

Step 1.

CV/ resume and Cover Letter. 

Confirmation letter (Based on the request by company)

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.



5 STEPS 
TO COMPLETE PLACEMENT PROCESS

Step 3.

Submission of:

i. Industrial Placement Confirmation & Acceptance Slip by 

Employer Form

• To be signed by respective Co-Op Academic supervisor.

i. Co-Op Job Approval Form

• To be approved/ signed by respective Co-Op Academic 

supervisor).



5 STEPS 
TO COMPLETE PLACEMENT PROCESS

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).



CONFIRMATION LETTER

If need confirmation letter:

Email to: klyew@pilley.edu.my

1. Name

2. IC No

3. Programme

4. Co-op 1, 2 & 3

5. From when to when



IMPORTANT THINGS TO DO

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

programme/

Before Co-Op:

1. Confirmation and Acceptance Slip 

A form to be completed by the company after they have accepted your 

application. 

2. Job Approval Form 

To be completed by students and signed by Co-Op supervisor.

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


IMPORTANT THINGS TO DO

During Co-Op:

Assignments

From your respective program Academic supervisor



IMPORTANT THINGS TO DO

End of Co-Op:

1. Co-Op Student Evaluation Form

To be completed by the Company Supervisor / Employer at the end of 

Co-Op period.

2. Co-Op Placement Experience Survey Form

To be completed by the student at the end of Co-Op period.



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.

✓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.



DOS & DON’TS 
OBTAINING A CO-OP PLACEMENT

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.



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.



DOS & DON’TS 
ACCEPTING A CO-OP PLACEMENT

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.

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

× Do not misuse or forge signatures.



DOS & DON’TS 
ACCEPTING A CO-OP PLACEMENT

What NOT to do:

× 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.



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.



DOS & DON’TS 
RESIGNATION 

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).



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.



DOS & DON’TS 
TAKING LEAVE / TIME OFF

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.



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.



DOS & DON’TS 
TERMINATION & LAYOFF

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.



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). 



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/

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


Sample: 

Confirmation & Acceptance 

Slip



Sample:

Co-Op Job Approval Form



Sample:

Co-Op Assignment Submission 

Form

Note: 

Assignment questions 

to be obtain from your 

respective Academic 

Co-ord. of your 

programme



Sample 

Co-Op Placement Experience 

Survey Form

Note:

Completed 

by students



Sample:

Co-op Student Evaluation 

Form

Note:

Completed by 

employers



BEFORE CO-OP

Co-op 

Briefing

Students write CV/resume 

(Can request to check)

Students Search for prospective 

company and send resume to 

companies’ HR

Accepted?



YesNo

Find another 

company

Meet academic Co-op Coordinator.

1. Co-op Job Approval form

2. Industrial Placement Confirmation & 

Acceptance Slip by Employer Form

BEFORE CO-OP

Co-Op



DURING AND 

END OF CO-OP Visitation

1. Assignment

2. Co-Op Student Evaluation Form 

(Hard copy only. No email, no softcopy.)

3. Co-Op Placement Experience Survey Form 

(Hard copy only. No email, no softcopy.

Date of submission: Refer FB and whatsapp group



RESUME

Key Components

• 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)







Profile
Photo

SAMPLE 2





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!



COVER LETTER

• The cover letter is usually the first item an employer reads from you.

• Your letter should immediately indicate what position you are 

applying for and then give information that demonstrates why you 

should be considered for the position. 

• Do not repeat all of the information contained in your resume.



HEADING:



BODY:



ENDING:





INDUSTRY SURVEY (SEPT)

• A survey answered by industry companies for ISO and MQA purpose.

• Google link will send to students in whatsapp group. 

• Company need to fill in before co-op end.

• 1 company only need to do 1 time per year.



Q & A



Attendance and Quiz
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