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ABSTRACT 

Tunku Tun Aminah Library UTHM was my choice to undergo my five 

months of industrial training. Tunku Tun Aminah Library (PTTA) was one of the 

best library in Malaysia. I was supervised by Encik Mohd Noor Hasman Bin Mohd 

Tumari during my five months of intern. I was assigned in accomplishing various 

task and duty that gives me the experience to be in the real workplace situation. I 

was also able to apply practically all the skill and knowledge acquired from my 

previous lecture class during my intern here. Besides, I learned and experienced so 

much new things that I never learned in lecture before such as the author rating 

task, the process of acquisition, and how a library operate in reality. In this report, 

it include all the details regarding UTHM, PTTA, all the activities done during my 

industrial training, the way on how to handle an event and the reflection of all that 

I had gained in those five months of intern. As a trainee a good attitude is a must to 

make sure of getting good feedback from the organization and also gives a self­

satisfaction. Within this 23 weeks of industrial training it really taught me 

knowledge and experience were something that we can get everywhere depend on 

how hard you' re willing to grab it. 

Page I ii 



TUNKU TUN AMINAH LIBRARY .,4,H:j 

ACKNOWLEDGEMENT 

First and foremost, I would like to express my highest gratitude to Allah 

S.W.T for His guidance and giving me the chance to be in this level where I 

manage to perform my responsibility as trainee and complete this industrial 

training. Also for giving me the chances to learn and seek for more knowledge. 

My appreciative thanks to University Tun Hussein Onn Malaysia and 

especially Tunku Tun Aminah Library (PTTA) for giving me the chance to be here 

and carry out my industrial training for this five months period. The huge 

contribution and support from all the library staffs was such a blessed. 

The superior thanks goes to my supervisor in PTTA, Mr. Mohd Noor 

Hasman Bin Mohd Tumari for guiding me in this five months of intern, gave me 

morale support whenever I face difficulties and help the progression and 

smoothness of my internship. Not forget, thanks to Mr. Abdul Razak Bin Bachok, 

for willing to help me whenever I need him, for helping me to get prepared of any 

meetings and classes that I need to conduct. Also, a big appreciation for all Tunku 

Tun Aminah Library (PTTA) staffs for willing to help me from time to time 

including in our special project preparation from the very begin until it was 

successfully accomplish. 

I would like to thank my lecturer Mdm. Faddliza Binti Mohd Zaki who 

generously take the responsibility to supervise and observe my internship progress, 

also always concern if I have any problems regarding to reports writing or 

internship. I also thank her for sparing her time visiting me during my internship in 

PTTA. Not forget, I would like to thank Mr. Mohd Faizal Bin Ramsi who manage 

and organize our internship process starting from internship place application, 

Page I iii 



TUNKU TUN AMINAH LIBRARY •1111:i 

Table of Content 

Declaration ................................................................................ i 

Abstract. ................................................................................... ii 

Acknowledgement ........................................................................ iii 

Table of Content. ......................................................................... v-viii 

List of Tables .............................................................................. ix 

List of Figures ............................................................................. ix-xii 

List of Abbreviation ...................................................................... xiii 

List of Appendices ........................................................................ xiv 

Chapter 1: Introduction ................................................................ 1 

1.1 Background of the Organization ...................................................... .4 

1.1.1 Universiti Tun Hussein Onn Malaysia (UTHM) ............................. .4-9 

1.1.2 Tunku Tun Aminah Library (PTTA) ........................................... 10-20 

Chapter 2: Organization Information ............................................. 2 1  

2.1 Departmental Structure ................................................................ 2 2  

2.2 Department Function ................................................................... 23 

2.2.1 Administration Division ......................................................... 23-27 

2.2.2 Knowledge Service Division ................................................... 28-31 

2.2.3 Knowledge Resource Division ................................................. 32-34 

Chapter 3: Industrial Training Activities ......................................... 35 

3.1 Training Activities .................................................................... 36 

3.1.1 Cataloging ........................................................................ 36 

3.1.1.1 Thesis cataloging ........................................................................... 36-37 

Page Iv 


