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ABSTRACT

This industrial training report is describing about industrial trainee experience in doing
internship session at Tun Seri Lanang Library, UKM Bangi for 5 months starts from 2
February 2015 until 30 June 2015. First chapter in this report was described on the
organization background which includes general information such as vision, mission,
etc of Universiti Kebangsaan Malaysia (UKM) and its library Tun Seri Lanang (PTSL).
Next on second chapter is about the organization information which explains on detail
about the function, objective and the organization chart for each department in the
library. Followed by the chapter 3 are the explanation on the industrial trainee activities
and the special project conducted. In addition there are also include a schedule for the
whole training. Lastly chapter 4 will briefly on the activity involve by the industrial
trainee at the organization and application of knowledge skill and experience in
undertaking the task. Besides that, industrial trainee has come out with personal
thought and the lesson learned and also the limitation with the recommendation
suggest.

Keywords: Industrial training, training activities, Tun Seri Lanag library (PTSL), Special

project



ACKNOWLEDGEMENT

Bismillahirrahmanirrahim

Assalamualaikum w.b.t

Alhamdulillah for all that Allah s.w.t has granted us and | am very thankful that | still
alive today and able to pursue my dreams and study in UiTM with the best teachers
and academic curricular. First and foremost, praise to Allah for all the strength that
been given to me to complete this assignment. A lots of thank to my parents who
always support me in giving my best during this industrial training. | want to thank my
faculty supervisor Sir Mohamad Ridzuan Ibrahim for his willingness to advice, motivate

and teach. Without his guidance, surely | won't be able to complete this report.

Special thanks also to my industrial training supervisor, Madam Norbaizura Malek for
all the knowledge she has given and for her kindness in makes sure all my needs was
fulfilled for this 5 month. Never forget to my industrial training friend, Mohamad Izham
Bharudin, Ummi Nor Atikah Abdul Aziz, Suhaila Che Sulong, Nur Aliah Ruzalan,
Mohamad Asrul Fikri Mohd Taufig and Raihan Izzati Abd Halim for their help during my
internship and willingness to stay together in completing the task given. Last but not

least, thank you for all people that has been involved in this report.

Regards,
AIN ATHIRAH BINTI MOHD IDRAM

2012760617

iil



TABLE OF CONTENT

CONTENT PAGE
Declaration i
Abstract i
Acknowledgement i
List of abbreviation iv
List of table Vv
List of figure Vi
List of appendices vii
1.0 Background of organization
1.1 Introduction 1-3
1.1.1  Vision
1.1.2  Mission
1.1.3  Motto 4-8
1.1.4  Philosophy
1.2 Tun Seri Lanang Library (PTSL)
1.2.1  Vision
1.2.2  Mission
1.2.3  Objectives
1.2.4  Client’s Charter
1.2.5 Collections
1.2.6 Facilities
1.2.7  Operation hours
1.2.8  Organizational chart
2.0 Organization Information
2.1 Administration & Quality Unit 9-11
2.1.1 Function of unit
2.1.2  Organization chart 12-13
2.2 Cataloguing unit
2.2.1  Function of unit 14-15
2.2.2  Organization chart
2.3 Acquisition unit
23.1 Function of unit 16-17
2.3.2  Obijective of unit
2.3.3  Organization chart
18-19
2.4 System & Information Technology Unit
2.4.1 Function of unit
2.4.2  Objective of unit 20-21
2.4.3  Organization chart
22-23
2.5 Journal Management & Binding Unit
2:5.1 Function of unit
2.5.2  Obijective of unit
253 Organization chart 24-25
2.6 Customer Services Unit
2.6.1  Function of unit 26-27

2.6.2  Objective of unit
2.6.3  Organization chart




