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_______________________________________________I
The purpose of this Industrial Training Report is to clarify what is the tasks that
the student implemented in Wine Talk during their 3 months’ internship program in the
organization that is specialized in e-commerce business. This Include the individual
task, in group task, and special task given to the student by the company will be stated
here. Furthermore, the daily activities that executed by the scholar in the firm are also
stated here in detail. In this report, the student is placed in Operation Department, so
that most of the task will be related to the operation department itself, that is also
connected with logistic and warehousing activities. In short, most of the report written
here are the summary what the students actually conduct during their internship

program, whereby all this information is vital for the internal supervisor for marking

purpose.
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[INDUSTRIAL TRAINING — PROJECT REPORT]

To be able to finalizing this Industrial Training Project Report magnificently,
there are a lot of efforts utilised from many individuals and parties that supports all the

content inside this report to be more valuable and accurate.

First and foremost, thousands of gratitude needs to be expressed to the Chief
Executive Officer (CEO) of Wine Talk also the External Supervisor Mr. David Stephan
that gave me an opportunity to apply what I learnt in my classroom into a real working
environment in their organisation. In other hand, the CEO that holds a title as a Chief
Sommelier for Wine Talk has taught me regarding to the description of their products,

the origin of the products itself and the nature of business of the company.

Not to be forgotten the persons who have provided me with a lot of useful advice
in terms their knowledge and skill and even a spiritual support, which is the internal
supervisor that elected by Netherlands Maritime Institute of Technology(NMIT) Ms.
Ros llyani Binti Rosdi and also Ms. Liyana Adilla Binti Burhanuddin the person in

charge to guide all students from NMIT prior their internship program.

Lastly, special thanks need to be asserted to both of my parents that assist me
in terms of financial during the process of completing this Project Report and the

parties who accommodate me with vital information for this report.
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1.1 INTRODUCTION OF PROJECT

Wine Talk which is quite eminent as a leading online wine shop in
Malaysia is not only aiming on increasing their sales, the firm itself struggling to
surge their efficiency in terms of delivery of their merchandise to the purchaser
door step. Specifically, the delivery service is handled by the operation
department, whereby they will oversee the movement of goods and ensure that

the product ordered by the consumer will be delivered on time.

Focusing on the task executed by the operation department, the
operation department itself can be classified into five different major tasks,
which known as Profiling and Monitoring, Customer Service, Inventory, Stock
Ordering and Packaging. All these activities are indispensable to be
implemented in a proper manner to elude any hindrances from occurring that

will affect the efficiency of the progression.

Furthermore, the operation department needs to be proactive and have
an abundant liaison with the sales department in terms of their communication,
since all the consumer orders will be received by the sale department and they
need to inform the operation department, so that the operation department able
process and ship the parcel to receive by the consumer within promised
working days. In short, an effective communication amongst departments will

contribute to smoother processing and enhance efficiency.
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In the process of conducting their task, all the staffs are required to give
their full concentration toward their work to abstain any difficulties from arising.
By doing this, the staffs able to dwindle the probability of dilemmas from
happening which is the major factor that lead to the delayed of shipment and
buffer in processing of an orders. Even though all the staffs are subject to this
term, still this term is much more crucial for the workers in the operation

department, since they are the key of success of the firm itself.
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1.1.1 OPERATION ORGANIZATION STRUCTURE

[Cheif Executive Officer]

[Opertation Head]

[Customer Service] » [Operation Supervisor]

-

Vi‘ v

* [Intern Trainee]
[
|

Figure 1: Operation Stricture

(Investor Presentation, 2015)
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| 1.1.2 DALY TASK |

\ 1.1.2.1 Processing Consumer Order ]

As stated by (Rawi, 2016) most employees will be
assigned a specific task that they need to conducted in
daily basis, this tasks can be classified as major task and
the person that in charge take a full responsibility for any
occurrence due to their actions. Specifically, each staff
will not conduct all the task in the organization process
flow, since it is hard for an individual to focus on their task

if they perform various types of job at one time.

D
e
Observe Check Orq:erbl
consumers availability of unavailable
orders. goods goods ordered.

|
\y —
Customers Inspect Restock goods
service incoming order. in Warehouse.
\ |
Packaging. Qversee
shipments.

Figure 2: Day to day task.

(Operation Standart Operating Procedure, 2014)
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[RAY MARCO JIPIN]

As stated above, there are several procedures need
to perform by the staffs daily. Different staff may have
different capability, for instance, employee that working
in ordering goods and packaging is not capable to pick up
a call from consumer. Still, an intern student will be
familiarised with all the process in the firm, for instance,
not only learn in packaging, but also they will be tough in
other process by the external supervisor like how to
prepare a report, how to answer a call and et cetera to
assist the students in their development and awareness

in real working environment.

1.1.2.2 Updating Consumers Orders

In order to assure the consumer notified that their
order has been ships out from the warehouse. They will
receive an email from the firm, that will inform the status
of their order. Basically, the person in charge to update
this information plays a crucial role to update the
information in the database known as Magento. He must
ensure that all the information that updated in the system
is accurate, since all the updated information will be used
to determine whether the consumer order has been

processed.
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[RAY MARCO JIPIN]

Fundamentally, all the staffs in Wine Talk are
allowed to update the information in the database,
however, the operation department holds an important
role to assure that all the information is updated on a daily
basis to increase the efficiency of the process itself.
There are some common terms used to update the
consumer orders status like Processing, Wine in House,
Wine on Board, complete and et cetera. Each term has its
own meaning, to guide the staff to conduct their daily
task. For instance, Wine on Board shows that the parcel
is ready to be self-pick up by their owners and Wine on
board means that the product has been ship out. In short,
all the information in this system is crucial for most of

these activities implemented in the organization.
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2.1 INTRODUCTION

Wine Talk is a firm that well-known as the largest online wine retailer in
Malaysia, to be the leading firms that carry out e-commerce business most of
their daily operation will rely on Information Technology(IT) and also system
that required internet connection. In Operation Department, there are some
process need to be conducted without system and IT like the packaging
activities, nevertheless it still utilized a system prior the order was processed

into the packaging stage.

The British firm that started to operate in 2012 currently has 11
professional employees that have their own responsibility, most of their
workforce are able to perform multitasking and conduct more than one task on
the same time, has given the firm confident to employ less staff to reduce their
expenses. Currently, in operation department, there is only 3 mains staffs in
charge to conducting all the tasks for operation and the existence of internship
scholar is to assist all the activities in the department itself besides to enhance

his knowledge and skill that has been learnt in theory form.
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In fact, there are various types of errands that need to perform by the
employees, for the operation department there are more than seven main tasks
that needed to be conducted that been distributed to the fellow operation team
members including the internship students. The tasks that include are customer
service, packaging of order, restock goods, receiving goods from suppliers,
tracking consumer parcels and et cetera. All these task is commonly
implemented by the operation team in day to day and all these task above has

been experienced by the internship student at least once.

For the daily task, since the intern scholar course is related to logistic,
the external supervisor assigns him to do the oversee of the parcel that has
been ships out by the firm to a courier service provider like Ninjavan, Sure
Reach, Rapido, and et cetera. Not only tracking the parcel, the intern student
will also responsible to double check all the packaging and follow ups need to

be conducted for those parcels that spoiled during the delivery activities.

Other than that, the operation head assigns some special tasks for the
intern student to examine the performance of the students and to evolve his
capabilities. The tasks that given by the operation head are as below:

1. Conducting Inventory Report in Monthly Basis
2. Prepare an Incoming Stock Report Every Month

3. Daily Hurdle Report for Operation Efficiency

l4|Page NM,T
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2.2 PROJECT DESCRIPTION

2.2.1 INVENTORY REPORT

H % Inventary Report June 2016 (Updated) - Excel
File AW Inset  Pagelayout  Formuls  Data  Review  View  Adddns  © Tell mewhat you want to do.
ol m 13
D ?}CUt Arial Narrow n-Aa| == & E“WrapText Number N Q g éﬂm Ex @ éAutoSum
i3 Copy ~ | 3 Fill =
Paste bt P B I U- s {‘) . A - ZEE=E & Merge&Center o $ gy W FfiourIr"lﬂlia\‘l’fiﬁ]r1gaIv FDT?;:,ES gt;i, Inien Delvete Format  Clou~
Clipboard Ml Font P Alignment [P Number [P Styles Cells
H1 A fe | Damaged
A B D E E | G H | J K

; gk WINEIMETATITLE TYPE | IMPORTER | COST | Stock - Damaged | Deferred Total Bottles TOTAL COST
1542{MLSP0013  |Moet & Chandon 'Brut Imperial' Champagne 8p Milawa 160.0 1 13 2,080.00
1630|MLW0062  |Voga ftalia Moscato W Milawa 519 4 20740
1645 CCWTW0001| Chateau d'Antugnac Limoux White ‘Temes Amoureusq W WTIC&C 560 # 2.378.00
1665(MLWTRO001 |Attos de Ricja Crianza R |WT/LBMilawa 56.0 1 616.00
167|MLWTRO055 |Attos de Rioja Tempranillo R (WT/LBMilawal 504 15 756.00
1677|MLWTR0007 |Bodegas Valtravieso 'Crianza’ R (WT/LBMilawal 704 4 28160
1680(MLWTRO021 |Finca Munoz ‘Barel Aged' Tempranillo R |WT/LBMilawa 51.2 1 " 563.20
1681/ MLWTRO022 |Finca Sobreno 'Crianza’ R |WT/LBMilawa 584 12 700.80
1692{ MLWTWO0024|Attamont Wine: Studio Chardonnay W WTiMilawa | 680 10 680.00
1701{MLWTW0005|Ca' Bianca Roera Ameis W WTiMilawa | 480 1" 528.00
1704|MLWTRO012 |Chateau Bel-Air Ortet - 5t Estephe R WTiMilawa | 910 2 50 4550.00
1708|MLWTR0015 | Chateau Franc-Pipeau - $t Emilion Grand Cru R WTiMilawa | 99.0 3 5 59 5,841.00
1713{MLWTR0044 |Chinon 'Le Grand Vin' du Domaine de Pallus R WTiMilawa | 1240 5 3,100.00
1716{MLWTR0019 | Chinon 'Les Pensees de Pallus' R WTiMilawa | 720 1 g 1,224.00
1719{MLWTR0045 | Gotham Wines Barossa Valley Shiraz R WT/Milawa | 650 18 1,170.00
1721|MLWTR0046 | Gotham Wines Langhome Creek Cabemet Sawvignon R WTiMilawa | 54.0 16 §64.00
1723 MLWTW0009|Helderberg Sauvignon Blanc W WTiMilawa | 49.0 4 1,176.00
1725(MLWTR0048 |Hither & Yon Young Shiraz R WTiMilawa | 720 15 1,080.00
1728 MLWTWO0010|Leeuwenkuil Vineyards 'Family Reserve' White W WTiMilawa | 490 4 196.00

W]NES ‘ Glasses | Beers | Sheet? | Sheet3 | Sheetl | ®

Ready Filter Made
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Figure 3: June Monthly Inventory Report.

(Wine Talk, 2016)
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Frequently, Inventory Report will be conducted once a month in Wine
Talk. The purpose of this report is to assure that all the goods received from the
suppliers are correct and to assure there is no missing goods inside the

warehouse.

The responsibilities to prepare this report are given to some of the staffs
in Operation Department including the Internship Students, so that they able to
finalize the report smoothly. The staff that appointed to execute the report
frequently need to work overt time to finalize this report, that will take around 2
to 3 hours to be fully completed. There is Standard Operating Procedure (SOP)
provided by the Operation Manager on how to conduct the report in a proper

manner as below.

First and foremost, the Inventory Report Excel File need to be amended
according the latest format needed by the Operation Manager. The Microsoft
Excel file will be consisting of 10 horizontal columns and vertical columns will
depends on type of goods inside to warehouse. The horizontal column will be
categorized as SKU, Product Name, Type, Importer, Cost, Stock, Damaged,

Differed, Total Bottles and Total cost.

16 |Page NM,T
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Secondly, after the Microsoft Excel File is prepared. The staff will start
calculating all the products inside the warehouse. It is very important for the staff
to arrange all the products with a similar type in one are to assure all the products
inside the warehouse counted. Thus, will contribute to the inaccurate
information of the Inventory Report. Also, any new product that is just stored in
that month in the warehouse will be recorded in the Inventory Report for that

month.

As a closure, when all the information is recorded in the Microsoft Excel
File. The file will be once again reviewed and processed. All the price for the
goods that is stored in the warehouse for that month need to be updated
according to the latest supplier price list, so that the total price of the product in
the Inventory Report File will be accurate. Lastly, the Inventory Report File will
be handover to the Finance Department for the final process and used by them
as a reference for investigation if there is any missing product inside the

warehouse.
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2.2.2 PREPARING MONTHLY INCOMING STOCK

JULY 206 Wi - Ece S
et Pagelayot Fomuls  Data  Review  View  Addns U Tellme Signin ,q_Share
&=
“D géi:;y ] Calibri it KN S=2 ¥ BWepTat General . g) Q EED EX B ZAUt‘USle ' %Y p
Pafte ¥ Format Painter BEil= &A =SS EE Merge&(enter ERML AN Fcuur:ndaﬂfnnga" FDTr;E\aetfs St;lee”s' I”iert DEl'EtE chﬂ ! £ Clear Ei{i& gé?edc&
(lipboard h Font G Alignment h Number G Styles Cells Editing A
ATL ' Je | Received v
] K N 0 p Q R 5 T U X i A AT | Al
1| Date Supplierinvoice # Item Number Quantity Description Price Inc-Tax Price Discount Total Inc-Tax Total Journal Memo Tax Code TaxAmuumlReLWEd!BiEl
2| 47/2016 166595 MLEFO02L 1 |VeweLlicquat Yellow Label Champagne RM180.00  RM190.50 RM360.00  RM3BLSD Purchase wine TX RM21.60 1
3| 4f7/2015 166595 MLWOOTL 1 |Peterlehmann Hill & Valley'EdenValleyRiesling | RM74,00  RM76.44 15% RMG290  RM66.67 Purchase wine TX RM3.77 1
4| 4f7/2016 166595 MLWO162 A |ReinSawignon Blanc RM33.00  RM34.98 RM792.00  RMS839.52 Purchase wine TX R47.52 AU
5 | 4/7/2016 166535 WMLRO2EE 2 |RaizCaberne: Sauvignon RM33.00  RM34.98 RM79200  RMBS33.52 Purchase wine TX RM47.52 U
6 | 4/7/2016 166595 MUWNTWOO0E | 17 |Chateau de Vimont-Graves White RM37.00  RM6D.A2 RMES4.00  RM725.04 Purchase wine TX Rivid1.04 12
7| 4f7/2016 166595 MLRDLST 1 |TempusTwo SilverSeries' Cabernet Sauvignon RM3L00  RM34.06 15% RM43.35  RM45.95 Purchase wine X RM2.60 1
8 | 4f7/2016 166395 MLRDLES 1 |Brown Erothers The Windmill Shirzz RM54.00  RMST.24 15% RMASS0  RME.65 Purchasewine TX RM2.75 1
9 | 47/2016 166593 MLW0024 1 |MoisLageder Riff Finot Grigio RM37.00  RM6D.A2 1% RM36.90  RM027L Purchase wine TX RM3.81 2
10| 4f7/2016 166595 - f  |Vogalraliz Moscato RMBLO0  RM64.56 15% RM3LL10  RM329.77 Purchase wine TX RM18.67 ]
11| 4/7/2016 166595 MLR0L2S 1 |luisFelipe Edwards Gran Reservz'Shiraz RMB6.00  RM69.96 15% RM36.10  RM39.47 Purchase wine TX RM3.37 1
12| 47f201 166535 MLRO20T 1 |LuisFelips Edwards Fupillz'Carmenerz RM48.00  RMS0.58 15% RMBLED  RMB6.50 Purchase wine TX RM4.50 1
13| 4f7/016 166595 MUWTRO0Z3 | 12 |Reyneke Organic'Shirsz-(zbemet RM37.00  RM6D.A2 RMEB4.00  RM725.04 Purchase wine TX Rivid1.04 12
14| 4/7/2018 166595 MLWTWOOL0 | 17 |Leeuwankuil Vingyards Family Reserve'White RM49.00  RMSLH4 RMS88.00  RM623.28 Purchase wine TX RM35.28 12
15| 4/7/2015 166395 WLWTROO2S | 12 |Helderberg Cabemet Sauvignon RM45.00  RMSL94 AM338.00  RM623.28 Purchase wine TX RM35.28 12
16| 4/7/2016 166595 MUWTRO0S2 | 17 |BodegasMunor legado' Gamacha RM3L00  RM34.06 0% RM433.60  RMS18.98 Purchese wine TX RM29.38 12
17/ 4f7/2016 166595 MUWTRO0S2 | 12 |Bodegas Munoz Lezado'Tempranillo RM3200  RM33.12 W% RM493.20  RMS29.15 Purchase wine TX RM29.95 12
18| 4/7/2016 166595 MLWTRO042 | 13 |Atamont Wine Studio Finot Noir RM88.00  RM72.08 RMEL6.00  RME64.96 Purchase wine TX RIv4E.9% 12
19 4/7/2015 166535 WLWTRODOE | 12 |Bodegas Munar ‘rero'Resenva RM63.00  RM66.78 0% RMB04.80  RMB4L.09 Purchase wine TX RM36.29 12
pii
1| 4f7/ms 166625 MLR0OS 1 |EGuigsl ChateaunaufDu Fape fed RM182.00  RM192.92 15% RMI34.70  RM163.98 Purchase wine TX RM9.28 1
| 4f7fms 166625 4 |CapeMentell Czbemet-Merlot RM95.00  RM100.70 0% RM380.00 RM402.80 Purchase wine TX RM22.80 4
B 472015 166623 . MLR012S | 1 |Peserlehmann Layers Red RM76.00  RMBD.56 1% RMI28.20 RM136.95 Purchase wine TX RM7.73 1 |,
i | @ * »
Ready B Bt

Figure 4: Incoming Stock Report.

(June Incoming Stock Report, 2016)
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In fact, Incoming Stock Report is ordinarily needed in any corporation,
particularly, for those businesses that provide merchandise to their consumer.
The incoming Stock report will contain all the information regarding the products
that have been received by the firm or product that has been delivered by the
suppliers. The superior purpose for this report are to track what is the items that
have been received and stored in the warehouse are, thus the staff can easily

access to the report file since it has been transferred into Microsoft Excel files.

The incoming stock report in Wine Talk will be conducted once a month.
As a largest online wine shop in Malaysia, the movement of their merchandise
is very fast and sometimes the product that their consumer ordered is not in their
warehouse, which lead the firm to create a Purchase Order (PO) for those
products. Basically, the firm will receive more than one types of products every
day from their suppliers, which means that they will receive invoice from the
suppliers every day that need to be included in the report. In sum, it is essential
for the firm to work with the report on a daily basis to assure that the report is

well updated.

The contains of the Incoming Stock Report will record the essential
information from the invoices given by the suppliers after they delivered the
product. Normally, the most crucial information that needs to be included in the
incoming stock report is the date of invoice, Stock Keeping Units number,
number of invoice, quantity of products received and the total amount for the

products.

=4
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The intention why the firm want Inventory reports to be conducted on a
daily basis is that the report can be used by the staff to track down the previous
order information without searching it in a bulk of papers that consume a bunch
of times. Besides, after the report has been completed, the space needed to
store all that information is less since it not using any paper and support the goal

of the firm, to be one of the company that is environmentally friendly.

All'in all, the intern student that in charge for the Monthly Inventory need
to work with the report in daily basis or at least in weekly basis, to assure that
the information in the report are well amended and can finalize the incoming
stock report on the end of the month for other department reference, notably the
finance department that will used that information for the payment purpose to
the suppliers. Also, if the intern student manages to finish the report earlier, he
still has a time to double check the report and do the correction if there is any

inaccurate information before hand it to other departments.
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2.2.3 DAILY HURDLE REPORT

Wine Talk Operations and Service DHR 51
I. Delivery Performance vs Target Date ] 7 G 5 {launched 12th July 2016
West Malaysia Due Day | MTD Orders Progress East Malaysia Due Day | MTD Orders)
[Oelmery Speed ] Day] 13-Ata-2070 ) Tuly Tone Wy [Delvery Speed TIAug 2075 Aug
A. Klang Valley [i] 0% 18% 21% 11% A 3D Zone 1 0%
i ] o 32 51 29 B Q ]
1 58% A2% 31% 23% 2 H#DIV/0!
= 5 73 76 75 51 & 0 1
2 25% 28% 24% 38% 3 HDIV 0!
# E 3z 51 57 a7 # 0 0
3 12% 2% 22% 22% Late] =3 L]
i o 15 14 33 30 " [} ]
Latz| =3 5% 4% 2% 6% rending POD| P
= 0 G ] 5 14 # 1 2
Pending FOD| P [TOTAL EMI3 excl POD
B 4 16 u] o o EM3 Inaccurate 1 2005
TOTAL WKV |excl POD 126 181 241 226 " i} 2
WEY Inaccurate Dell | 2% 0% 1% 0% |B. 7D Zone 1 HOIV 0!
# i 2 i 3 1 = Q 0
B. Outside KW 1 38% 30% 24% 17% 2 HDW‘I"I]!
g o 15 26 23 13 " Q ]
2 28% 41% 5% 34% E] #DIv/o!
= 0 11 27 33 26 & 4] 0
3 15% 3% 24% 25% 4 HDIV 0!
# i G 2 23 19 # i} i
4 13% 6% 85 14% 5 ool
g a 5 4 3 11 B [} ]
5 3% 63 2% 5% [3 #DIv/o!
# 0 1 4 2 a w 0 0
Latz] =5 3% 53 6% oY% 7 HDIWV 0!
# a 1 3 G 4 H a i
Pending POD{ P Pending POD P
d i 9 o ] o " i} o
| TOTAL ORDERS excl POD 39 66 a5 77 TOTAL EM7 excl POD 0
OKY Inaccurate Del | 0% 09 1% 0% EMAT INaccurate |
# 0 ] 0 1 0 #
C. Special Requests 13-Aug-2016 MITD Orders July June May |C. Special Requests 13-Aug-2016 MITD Orders
Successful 5 100% 100% 100% 100% Successful 5 #DIV/ 0!
# 1 73 78 75 24 # 0 4]
naccurate | 0% 0% 0% 0% Vnaccurate | #ofo!
Bl i ] o o o H i} i
[Total SPR orders 73 78 Ta 24 [Total SPR ﬂ'dHSl 1]

Figure 5: Daily Hurdle Report.

(Wine Talk Sdn. Bhd., 2016)
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In a business world, the competition is very high, if the company want to
assure they able to compete with other companies, they should have their own
indicator to tracking their firm performance. If the company did not track their

current performance, it is easy for other organisations to surpass them.

In Wine Talk the Chief Executive Officer (CEO) will set a monthly target
for their organisation to assure that the firm is in a right direction.  As an online
shop firm, one of the key that indicates the performance of the company is the
delivery speed of a product ordered by the consumer, since a fast delivery can
make customers happy and a happy customers willing to purchase more

merchandise.

How did the company tracking their delivery performance? maybe be a
guestion that pops up in reader’'s mind, so the alternative way that the firm used
to assure that they able to track their delivery speed is by creating a Daily Hurdle
Report for Operation. The report will need to be conducted on a daily basis by
the person in charge, which is the internship scholar. However, before
conducting the report, the intern still need to update several information’s,
whereby the information afterward will be used in the process of conducting the

report.
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First of all, the intern need to update all the consumer information in the
master data manually by referring to the database known as Magento. The main
information that included here are the date of the consumer’s orders been ships
out and when the parcel is delivered to the purchaser. Then, after all the
information has been fully updated, the data will be exported into the report files

that contain an automatic formula to calculate the information needed.

Furthermore, the consumer response and feedback is also essential to
be included in the daily report to oversee if consumers are satisfied with the
service provided by the firm. In order to collect feedback from consumer, the firm
use another third party system known as "Hot Jar". The Hot Jar will store all the
feedback that gave by the consumer online, along with the consumer personal
information. As for the report, the information from Hot Jar will be exported into
a Microsoft Excel form before transferred into the master data to be processed

and lastly will be moved to the report.
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Finally, when both information from the Master Data and Hot Jar has
been exported to the daily report, the final step that needs to be perform by the
intern student before finalising the report is to filter the information according the
report needs. In fact, the Daily Report can be separated into 3 segments that
know as Section 1(S1), Section 2 (S2) and Section 3 (S3), whereby the S1 will
be automatically done by the formulation. However, the intern still need to place
the consumer feedback (comment) on the bottom column of S1. In S2 and S3,
the information that needed here are the consumer orders based on their target
delivery, for S2 the orders that need to be placed here are those order that need
to be delivered yesterday and in S3 are for the orders that need to be delivered
tomorrow and next 2 days. Basically, the intern will need to filter the exported

before getting that information needed.

24 |Page NMIT

[RAY MARCO JIPIN]



[INDUSTRIAL TRAINING — PROJECT REPORT]

2.3 ROLES AND RESPONSIBILITIES

| 2.3.1 JoBS DESCRIPTIONS

[RAY MARCO JIPIN]

\ 1. Working with Daily Hurdle Report

Preparing the Daily Hurdle Report for the operation
department on a daily basis, by collecting all the
consumer’s info information, that will be used in a short
meeting every morning and to be send to the board
director. The report will consist of the date that purchaser
ordered a product along with their name and quantity of
products including the date of products delivered to the
owner. Inform head of operation regarding to that
information that incomplete for future action. Finally,
Collecting the consumer’s feedback to be included in the

report.
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2. Assure Products Delivered on Time

Oversee the movement of the products from
warehouse to consumer’s door steps in a proper
condition. Also, conducting a follow up for the pending
shipment by contacting the courier service and Inform
consumer for any expected pending delivery by the
courier service. Investigate the actual circumstances for
any damage parcel and determine the person that needs
to bear the cost for damaged products. Lastly, charges
the cost for the spoiled parcel to the person who are

responsible for the mistake.

3. Responsible in Updating Consumers Order.

Updating the consumer orders status in the system
is another crucial task to be done day by day to assure
they are well notified with their order status The
information needs to be accurate to avoid any confusion,
to assure the information are accurate, communication
between the individuals in operation department play an

important role.
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[RAY MARCO JIPIN]

4. Preparing Incoming Stock Report Monthly.

Assure that the invoice from the suppliers is well
organised according to the supplier’'s name and the date
that the goods delivered into storage area. Inputting the
information from the invoice sheet into the excel file in
such as the date of delivery, Stock Keeping Units number,
total cost and et cetera. Compare the prices of the goods
in supplier’'s invoice with the price of the goods in the
Master List. Inform the head operation for any goods price
that not in line with the price stated in Master List.
Recheck all the information that has been inserted into
the report before submitting the report to the financial

department and do the filing for the original invoice sheet.

5. Assisting The Packaging Process

Preparing a boxes, a bubble wrap and tape prior the
packaging process takes place. Ensure that the goods
that need to be pack are in a good and clean manner and
avoid the goods from moving by using adequate
cushioning materials. Finally, conducting a double checks
for each box prior ships out to avoid mistake from

occurring.
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[RAY MARCO JIPIN]

6. Preparing The Inventory Report

Create a Microsoft Excel file that is suitable for
storing the bulk information’s of the quantity of the goods
in storage area along with the total cost. Also, the Stock
Keeping Units numbers with the name need to be included
in the inventory report to assist for feature action, notably
the ordering process. Calculate the amount of goods in
the storage area according their types and vintage,
whereby the information will be recorded in the report.
Basically, the amount of goods is separated into three
categories, labelled as in shelf, damage and differed.
Afterwards, all the report will be hand over to the finance

department as their reference for the inventory.
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| 2.3.2 INDUSTRIAL TRAINING TASK |

\ 1. Email the Monthly Attendance Sheet ]

Send the Monthly Attendance Sheet in monthly basis to
Coordinator of Industrial Training in Netherlands Maritime

Institute of Technology.

2. Liaise with Internal Individuals as a Reference.

Interview and discuss with some of the staffs in the
firm for any information related to reports like
Organizational Structure and company background. Also,
asking for permission from the Chief Executive Officer for

the information that will be used for report purpose.

3. Liaise with The Head Operation

Talk with the head operation for any inquiries
regarding to the tasks given and the Standard Operating

Procedure (SOP) for conducting the task given by him.
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4. Conducting The Report writing for Industrial Training.

Conducting the reports for the Industrial Training when

there is a spare time, especially, weekends and holiday.

5. Communicate with Internal Supervisor

Converse with Ms. Ros llyani Binti Rosdi as the
Internal Supervisor elected by Netherlands Maritime
Institute of Technology regarding the report and incoming

events in Netherlands Maritime Institute of Technology.

2.4 CONCLUSION

All in all, the responsibility during conducting the Industrial Training
Programme gave the scholar plentiful benefits in order to develop their general
knowledge that already learnt in their studies to be more valuable. Moreover,
all the experience earned by the students during working in the firm, which
cannot be learnt in a classroom, lead them to be a more successful individual
for their future career and give them a competitive advantage for applying new

jobs towards their competitors.
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3.1 INTRODUCTION

Wine Talk that knows as the largest Wine online shops in Malaysia is
operating their business online. They are selling more than 2000 types of wine
that imported worldwide and the company guarantee that their price is cheaper
compared to other wine retailers in Malaysia (Stephan, 2016). As an online
shop the firm fully utilised a system to perform their daily transaction, however

the firm also accept Cash of Delivery for the wine that cost below RM 1,000.

Specifically, the firm can only guarantee to deliver the goods within 3-5
working days in peninsular Malaysia, but currently on 13 July 2016 the firm has
launched their new branches in East Malaysia. The new branches that located
in Kota Kinabalu, Sabah and Kuching, Sarawak has contributed to the efficiency
of delivery, now they can guarantee their customers to deliver their parcel within

3-5 working days in both areas.
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As a person that working in Operation department, the daily task that
need to be conducted by the staff is processing customers order, preparing
Daily Hurdle Report, pick up customer call and et cetera. Below is the major

process that perform by operation team day to day.

Operations Process

Customer makes an Wine Talk verifias Operations team jssue Wine Talk dispatches
ORDER via online, via payment PO to supplier, arrange wines far delivery

delivery/pickup of wines

via riders

hotline or via direct
sales team (by 12pmy)

N

[N -

E Lb,,
B

4= 1

SUCCESS! Customer and friends Customer i5 happy and Custamer recaives
Repeat want MORE of the irnprassed, shares the wines FAST
" Wine Talk experience experience with friends

Figure 6: Operation Process.

(Development Plan, 2016)
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Checking customers order is one of the crucial task to do on a daily basis
to ensure the efficiency of the feature process. The order can be received in 2
forms, one is from the main website and the other is order received from apps.
Then, prior proceeding to the next process, the payment confirmation needs to
be done by the finance department to assure that the payment has been
received. Next is updated the orders status into processing and also calling
customers for any issues regarding their information or for replacement.
Afterwards, any consumer orders which are not available in warehouse should
be included in the Purchase Order. Then the next process need to be done
after receiving the wine that has been ordered is the packaging process of
goods according to the Standard Operating Procedure and to be shipped out.
Lastly, the orders that have been ships out, will be updated on the system and

will be tracked to ensure the product arrived in their destination.
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3.2 LESSON LEARNED

3.2.1 TECHNICAL

During the Internship Program, the lesson that the scholar technically
learnt is the nature of business of the organization itself and their daily procedure
that needs to be done. The students also learnt how to do the work correctly for
their own safety and also to comply with the Standard Operating Procedure

(SOP) of the firm to assure the task given conducted in the most efficient way.

| 3.2.2 HUMAN

Another important lesson that is learnt in this program is the lesson as
human being, the staffs in the company are working in very polite ways and they
are very supportive that can be a benchmark for the students. Even though they
are segregated amongst difference department, but still they will support each
other when they are issues faced by the specific department. Moreover, the
communication and social connection between the workers a great, which help

them to reduce the stress in the working environment.

34|Page NMIT

=
NETHERLANDS
Re g

[RAY MARCO JIPIN]



[INDUSTRIAL TRAINING — PROJECT REPORT]

3.2.3 SELF-MOTIVATION

In Wine Talk, they will conduct a short meeting daily, in the meeting each
staffs will need to mention what is their 3 superior priorities for that day. Even
more, the Chief Executive Officer (CEO) will announce sales target for that day,
the CEO believes that by doing such things it helps the staff to focus on their
daily task. As the results, the staff able to conduct their task much more efficient
and reduce error in completing their task. What can be learnt by the scholar from
this circumstance is that, it is important for each person to have their own
purpose of living. In addition, the individual must have a daily goal that needs to

be accomplish ever day in order to achieved your major goal.
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3.3 KNOWLEDGE GAINED

3.3.1 COMMUNICATION SKILL & LISTENING SKILL

In working environment, a communication skills are very essential to
help the individuals to conduct their task in an efficient manner. The scholar
learnt how to communicate in difference ways, since during working days they
will not only communicate with their colleague but also with suppliers, purchaser
and even with their boss. What the scholar actually learnt is that how to
communicate in proper manner by using a business ethics in their daily
communication. Another crucial skill that learnt is a listening skill, need to be
equivalent with the communication skill as it helps the students to understand

any given instruction better.

3.3.2 NEGOTIATION SKILL

Another skill that evolved during the Industrial Training Program is the
negotiation skill, which is mostly used by the staff during communicating with the
suppliers, purchaser or even amongst the staff in the firm itself. In a normal life
the negotiation skill is not fully utilized, but in business negotiation skill is crucial
to be able to get a discount from the supplier or attract consumer to purchase

product that we are selling.
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3.3.3 Basic WINE KNOWLEDGE

Wine Talk is a largest online wine retailer are selling more than 2000
types of wine. Technically, the staffs that working in the firm will learn a basic
knowledge regarding the product their offer. For the scholar, it is a new
experience and great knowledge for him as the nature of business of the

companies is unique compared to other firm.

3.3.4 MICROSOFT EXCEL SKILL

In order to accomplish daily tasks, most of the tools that used is the
Microsoft of Office software, notably, the Microsoft of Excel. The software is
mostly used in preparing report like Inventory Report and also Incoming Stock
reports, basically the students already have a basic knowledge how to used
such software in performing certain task. However, in order to create a formula
in the excel sheet is a new experience for them as that kind of skill is not taught

in a classroom.
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3.4 LIMITATION

3.4.1 INTERNET CONNECTION AND SOFTWARE PROBLEM.

As the company are fully utilised system and technologies support in
their daily operations, any buffer or system failure will cause a major issue for
each staffs to perform their tasks. Notably, the operation department, since the
customer’s order are received online and if there is no Internet connection it is
hard for them to process the consumer orders, which leads to the delivery

delayed.

3.4.2 INSUFFICIENT WORKFORCE.

In terms of workforce, currently the operation department is having a
problem in employing a new staff, since the company nature of business that
unigue from other firm. It is a struggle for the company to search for a person
with a knowledge and experience in wine to work with them. As a result, the
staffs in the operation department need to do multi task as they did not have
enough Workforce, even worse if there is any staff that is on leaves the workers

need to cover all the tasks to avoid any delays along the process.
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3.4.3 UNCLEAR JOBS DESCRIPTION

Another limitation for the company is that, they did not give their
employees a clear job description, which causes some of the employees took
an advantages to instruct other staff to conduct the tasks that supposed to be
done by him. This leads to the buffer in the daily process of the operation
department that might affect the efficiency of the process and increase the

tendency of errors.
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3.5 RECOMMENDATION

3.5.1 INSTALLING OFFLINE SYSTEM

As the solution for Internet connection problem or system not
functioning, the firm can install a substitute offline system that automatic
captured the information from the main online system and also save all the work,
which is not saved during the Internet connection problem occurs. By doing this,
the firm able to reduce the data loss and reduce delays on the daily procedures,

notably, for the operation department.

3.5.2 EMPLOY AND CONDUCT TRAINING TO FRESH WORKERS OR EMPLOY
INTERNSHIP SCHOLAR.

In fact, most firm will face a common issue in employing a new staff to
work in a new firm, nevertheless, conducting training to the new staff can solve
this kind of problem and if the company did not have enough budget to
conducting a training, they also can employ an intern student after he finished
his internship training in the firm, which can reduce the expense of the company

to conduct training for a new employee.

oy
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3.5.3 STATE A JOB DESCRIPTION FOR EVERY INDIVIDUALS IN THE FIRMS.

In working environment, it is important for each individual to know what
is their main tasks in the firm and the company should state the jobs descriptions
of the employees before employing them. For those staffs that did not conduct
their task according to the given jobs descriptions should be given a warning to
avoid them from continually doing such issues and the management itself need

to monitor the staff's activities in the firm.
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COMPANY STRATEGY

Lom N MmN s W e

Live the brand Promise “Great Wines Made Easy”

To demystify wine and make it easy to understand and experience
Mass market strategy to the burgeoning 5E Asian middle class
Provide a personal guide to people wanting to know more about wine
Guaranteed satisfaction and price

Majarity exclusive labels only available from Wine Talk

Best in class online and mobile experience

Immediate expansion into Singapore in 2016

Mumber 1 online wine supplier in SE Asia by 2017

talk

WINE TALK SWOT ANALYSIS

Experienced Sommelier.

STRENGTH WEAKNESS
Operating using latest system. Poor communication between
Strong network connection. department

Long process updating data
into system.
Lack of training programme.

OPPORTUNITY

THREAT

Growth of wine demand

Government taxes for alcohol
product.

New online retailer offering
same product.

[RAY MARCO JIPIN]
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