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ABSTRACT

This industrial training report consists of four chapters that includes the introduction,
organization information, industrial training activities and conclusion. | have made
application to do industrial training at an academic library which known as Perpustakaan
Tengku Anis, UiTM Cawangan Kelantan. Industrial training started from 1% September 2022
until 31 January 2023. Within the five months of practical training at the library, | was given
tasks that related to library field. On the first day | reported myself at the library, Madam
Norfitriah binti Mat Seman that positioned as the Librarian and my supervisor in PTA give
the industrial training schedule by. In addition, | gained much knowledge, experiences, and
new skills especially when | was training under different department at PTA such as
Corporate Communication Unit, Printed Resource Unit, Electronic Source Unit, Customer
Service Unit and others. During industrial training | was able to experience the work

environment in library field.

Keywords: Perpustakaan Tengku Anis, UiTM Cawangan Kelantan, Library, Practical
Training, PTA Department,
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CHAPTER 1
INTRODUCTION TO THE ORGANIZATION

1.1 INTRODUCTION

Industrial training is a course that must be done by all the final year bachelor’s degree's
students of Bachelor of Information Science (Hons) Library Management which also known
as IM244 program. Students need to experience five months of industrial training which
started from 1% September 2022 until 31 January 2023 in order to fulfil the requirement of
the academic course subject of Industrial Training under the code IMC690. Moreover,
students were given option to choose two organizations as placement for the industrial
training. As for that, | have to prepare all the documents needed to make application to the
organization. Besides that, | have to hand it to my lecturer first as she wants to make sure that
the documents were complete. Then, after | got approval from my lecturer, | proceed to send
the documents of application to the organization. As for that, I had chosen to apply at
Perpustakaan Tengku Anis, UiIiTM Cawangan Kelantan as a placement for my industrial
training and fortunately they accepted my application. From this industrial training, | was
expected to experience and contribute as much as I can along the 5 months' duration of this
industrial training at the organization that | had choose. Thus, | was required to prepare an
industrial training report that consists of all the activities | have involved and my contribution

throughout the industrial training.
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1.2 BACKGROUND OF ORGANIZATION

Libraries at the UiTM Machang, Kelantan campus were opened in 1985 at the Kijang campus,
but since 1996 have been provided out of the UiTM Library on the new Bukit llmu campus.
In honour of the former YMM Raja Perempuan Kelantan, Tengku Anis Ibni Tengku Abdul
Hamid, the UiTM Kelantan Library changed its name to Tengku Anis Library (PTA) on 25"
July 2008. By providing a wide range of services, a large number of collections, cutting-edge
technology, and up-to-date information, the UiTM Library Kampus Machang plays an

important role in supporting all learning, teaching, research, and knowledge development
initiatives at UiTM.

Figure 1.1: Building of Perpustakaan Tengku Anis
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1.3 LOCATION OF PERPUSTAKAAN TENGKU ANIS

The following is the location of the Tengku Anis Library located at UiTM Machang Kelantan.

Q

Figure 1.2: Location of Perpustakaan Tengku Anis

1.4 CONTACT INFORMATION OF PERPUSTAKAAN TENGKU ANIS

Table 1.1: Contact Details of Perpustakaan Tengku Anis

NAME PERPUSTAKAAN TENGKU ANIS, UiTM MACHANG,
KELANTAN
ADDRESS Perpustakaan Tengku Anis, Kampus Machang,

UiTM Cawangan Kelantan
Bukit 1lmu, 18500 Machang

Kelantan Darul Naim, Malaysia

PHONE NUMBER

09-9762328 | 2343

OFFICIAL
WEBSITE

https://kelantan.library.uitm.edu.my/

EMAIL
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1.5 PERPUSTAKAAN TENGKU ANIS (PTA) LOGO

DESASEESE) | Perpustakaan
UNIVERSITI lengku Anis
TEKNOLOGI | Cawancan Kelantan
MARA Kampus Machang

This logo consists of 4 main colours:

Dark blue: means the maturity of an institution of higher learning that offers various levels
of study.

Purple: symbolizes global excellence in knowledge.

Yellow: symbolizes the sovereignty of the Malay Rulers and the Malay struggle in brighten
the quality of education.

White: means the purity and purity of knowledge offered to students

Description of every part in the logo:

1.

The complete rectangular diamond shape at the top of the five books symbolizes the quality
of the results of knowledge acquisition at Universiti Teknologi MARA.

Five forms that resemble books that rise to the top symbolize the diversity of fields of
knowledge and the diversity of levels of study offered such as Certificates, Diplomas,
Bachelor's Degrees, Master's Degrees and Doctor of Philosophy Degrees. These five forms
also symbolize the Pillars of Islam which are the core of student development.

The book placed on the rihal became the basis for the formation of the Universiti Teknologi
MARA logo. The use of books symbolizes the source of knowledge. As an institution of
higher learning, the core of all knowledge. Included in the field of science and technology
presented to students is based on the knowledge of the Qur'an and the Sunnah.

The use of rihal symbolizes the university as a square to impart and transmit knowledge.
Two keris cross symbolizes the sovereignty of the Malay Rulers and the Malay struggle to
uphold excellence and sovereignty of the nation.
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. The shape of the semi-polished diamond is symbolic of the role of Universiti Teknologi
MARA to develop Bumiputeras to become a nation that excels, works hard and is pious.
. The round shape in the overall shape of the logo symbolizes MARA University of

Technology as a global, superior and competitive university.

1.6 OBJECTIVES OF PTA

To enhance the knowledge and expertise of Bumiputeras in all fields of study through

professional programmes, research work and community service based on moral values and

professional ethics.

To empower the delivery of UiTM's library services as a center of information excellence
that always remained relevant, referred, and respected.

To serve a comprehensive, up to date and relevance knowledge resources in various
physically and virtually format.

To provide a conducive environment and facilities for teaching, learning and research
matters.

To develop a latest information technology and communication facilities based on customer
needs.

To strengthen human capital through Budaya PERDANA for PUITM communities.

To enrich relation and cooperation with external organisation in industrial network.

1.7 VISION AND MISSION

VISION

Make UiTM an excellence-based university of excellence and academic excellence to lead the

dynamic of bumiputera in all world-class professional fields to be born competitive, global and

ethical graduates.

MISSION

A catalyst for knowledgeable UiTM citizens through the access to comprehensive, relevant

and up-to-date information and quality facilities to meet the needs of teaching, learning and

research.
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1.8 CLIENT’S CHARTER

PTAR is committed in providing world-class environment, services, and resources to

enhance the study, research and teaching experiences.

Our client charter reflects our commitment to provide world-class services and focuses on S1X

main areas.

e To deliver user-friendly services to PTAR users

e To provide weekly updates to PTAR users of our New Arrival Collections

e To provide response within THREE (3) weeks upon date of application for Inter-Library
loan request

e To respond within ONE (1) working day on Information Skill Class

e To provide 24/7 up time and access to PTAR Portal and electronic resources

e To provide access within THREE (3) working days upon date of application for reference

archive materials

1.9 OPENING HOURS OF PTA UITM

Table 1.1: Opening Hours of PTA UiTM

DAY TIME
Sunday-Wednesday 8.30am - 4.30pm
Thursday 8.30am - 3.00pm
Friday/Saturday/Public Holiday Closed
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1.10 LIBRARY FLOOR PLAN
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Figure 1.4: Library Floor Plan Level 2
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1.11 SOCIAL MEDIA

Facebook: https://www.facebook.com/ptauitmkelantan/
Twitter: https://twitter.com/ptauitmkelantan

YouTube: https://www.youtube.com/perpustakaantengkuanis
Telegram: https://t.me/Update PTA

Instagram: https://www.instagram.com/ptauitmkelantan/

o a ~ wnhE

TikTok: https://www.tiktok.com/@ptauitmkelantan
1.12 ORGANIZATIONAL STRUCTURE

The following is the organizational structure for the Tengku Anis library for the year
2022/2023.

VESYREGES | Perpustakaan
UNIVERSITI | Tengku Anis
21 TEKNOLOGI | Cawangan Kelautan
@ MARA Kampus Machang

PERANCANGAN & PEMBANGUNAN BAHAN PERPUSTAKAAN

UNIT PEMULIHARRAN

2,

Figure 1.5: Organizational Chart of Tengku Anis Library
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1.13 MANAGEMENT OF TENGKU ANIS LIBRARY

2 is
2 TEKNOLOGI | Cawangan Kelantai
@ VARA K

PENGURUSAN PERPUSTAKAAN TENGKU ANIS

-

Puan Alina Bt Hussin Muslim Bin Ahmad, Dr. Puan Nordelina Bt Zulkarnaim Puan Norfitriah Bt Mat Seman Puan Rosmariyati Bt Abd Rahman
Timbalan Ketua Pustakawan Pustakawan Kanan Pustakawan Kanan Pustakawan Kanan Pustakawan Kanan
Kampus Machang Kampus Machang Kampus Machang Kampus Machang Kampus Kota Bharu

Figure 6: Management of Tengku Anis Library

Management is handled by Mrs.Alina binti Hussein, Deputy Chief Librarian, with the help of
Four Senior Librarians and twenty-two support staff members. Since May of 2017, the Tengku

Anis Library's operations and library system have been powered by the WILS rather than the
ILMU.

Deputy Chief Librarian

The library is managed by Mrs. Alina Bt. Haji Hussien which is the Deputy Chief Librarian in
UiTM Kelantan. The three librarians are responsible for assisting the head librarian where each
one of them hold different department in the library. Others include 22 overall staff of the

library that holds various positions from assistant librarian to administration duty.
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The head department is responsible in making sure that all activities or programs carried out
by the library are done with maximum effectiveness where other officer will provide assistance
and guidance. Each library department will be monitored, and objectives set within each
department are achieved by the commitment of the librarian in charge.

Department such as cataloguing, or reference section is managed so that it can serve its purpose

to support the library community
1.14 BUIDING OF PTAUITM

Tengku Anis Library is a library located in UiTM Machang Kelantan. This library has two
levels in a building. Although this library is not big, it provides a variety of learning equipment
not only to students but also to academics and non-academics who are interested in finding

information in this library.

In this building, it has been divided into several sections which are specifically for students,
meetings, IT rooms and so on. The variety of services and services provided has given a great

advantage to students at UITM.
1.15 SERVICES AND FACILITIES PROVIDED

Tengku Anis Library is a library that provides various programs and special facilities for those
who teach and study specifically at UITM Machang Kelantan. The following are the services

and facilities available in the Tengku Anis Library:

Borrow / Return

Referral & Reader Service

Reserve Material Group (KBR)

Book Order

Serial Publications / Journals / Magazines
Online Journal (Online Journal

Database

Compact Disc / CDROM

Inter-Library Loan Scheme

© 0 N o g Bk~ w D PE

=
o

. Internet / Scan
. Integrated Library Management Utility (ILMU) and OPAC (Online Public Access

o
o

Catalog)
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1.16 MEMBERSHIP

All UiTM personnel and students are automatically members of the library. However, a
security deposit will be required for part-time and contract employees. Borrowing eligibility is
determined by the user type.

1.17 FINE

The fee for returning a book late is 20 cents each day. The library counter is open for

transactions whenever the building is open (8.30 am — 4.30 pm).
1.18 MISSING BOOKS

Immediately, report at the library desk. The amount is made up of a late return fine, the cost of
the book, and RM20.00 for the processing fee.

1.19 DISCIPLINE

Users must follow all of the library's policies. If anyone is discovered to be breaching the rules,
they will face disciplinary action. According to the UiTM Student Affairs Division, students
are expected to wear their student card at all times while in the library; failure to do so will

result in disciplinary action.
1.20 OTHER SERVICES

1. Search, loan, return, book ordering services through the ILMU system (Integrated Library
Management Utility.

Unlimited informational search for free over the Internet.

Information retrieval using CD-ROM and CD-Net Online Data.

Domestic and foreign magazine services.

Search for materials outside of this library through the Publication Supply System.

o g ~ w D

Information about domestic/overseas universities through the University Prospectus
Collection.

7. A collection of PhD and Master’s Theses of UiTM staff and students' end-of-year project
projects.

8. The library staff is always ready to assist you in finding materials.
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1.21 DRESS CODE FOR STUDENTS

Pekalding Timbalan Naib Canselor
Hal Ewal Pelajar

Langkah awal Mahasiswa UiTM ke arah

~=»=2->RROFESIONALISME

Pastj .- siah anda dalam keadaan yang terbaik
semasa berada di dalam kampus

Figure 1.7: Dress Code for Male Students

_—F

Langkah awal Mahasiswa UiTM ke arah

=2>-2>RROFESIONALISME

Pastilg#fi¥ahsiah anda dalam keadaan yang terbaik
Semasa berada di dalam kampus

Figure 1.8: Dress Code for Female Students
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1.22 FACILITIES PROVIDED IN LIBRARY

1.22.1 Starco

Figure 1.9: Starco in Perpustakaan Tengku Anis

PTA Starco is one of the open spaces made for students to read books and also study. This
space is made for students who want to study in a more relaxed atmosphere in the library of
Tengku Anis Library, UiTM Machang. This space provides several sofas and tables that can

be used by students.
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1.22.2 Seminar Room

Figure 1.10: Seminar Room Perpustakaan Tengku Anis

The word "seminar room™ is frequently used to refer to a generalised group study or work area
at a library. Some seminar rooms are specifically created for a seminar course or for private

self-study, with a greater focus on a particular subject or field.

One of the advantages provided by Tengku Anis Library is providing a Seminar Room. Often
this seminar room will be used by classes or student meetings. The students should book

according to the available time to the library, and it should be done in advance.

Equipment Provided e 1PC
e 1LCD Projectors
e 1LEDTV
e 1 Rostrum

e 1 Whiteboard
e 1 set VIP chair

e 50 Participant chairs
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1.22.3 Internet Zone

—

VB L e
ot s 2

R

Figure 1.11: Internet Zone in Perpustakaan Tengku Anis

Internet Zone is a section where students can surf the internet for free in the Tengku Anis
Library. This section is located on level 1 in the library and there are several computers
specially prepared for students to browse the internet for learning purposes only. To protect the
privacy of the students, each table in this zone will be divided so that students can study in a

more comfortable environment.

Equipment Provided e 40 computers
e Scanner machine

¢ 1 photocopy machine
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1.22.4 Meeting Room

Figure 1.12: Meeting Room in Perpustakaan Tengku Anis

This meeting room is specially made for staff and students who want to hold a meeting. Other
than the seminar room, the situation in this meeting room is more private as it is in a closed
room. Room reservations can be made through the PTA Management Office.

1.22.5 1T Room

Figure 1.13: IT Room in Perpustakaan Tengku Anis
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Just like the seminar room, the IT room is specially used for some activities only such as

e Seminar
e Briefing
e Course

e Workshop

The IT room is located on Level 1 PTA. To use the It Room, it is subject to availability only

and priority is given to UiTM Machang staff and students.

Equipment Provided e 1 presentation computer
e 28 participant’s computers
e 1LCD projector
e 1 whiteboard

1.22.6 Online Public Access Catalog (OPAC)

Figure 1.14: Online Publis Access Catalog in Perpustakaan Tengku Anis

OPAC is used to access the collection of reading material titles in the library online. It is used
to make it easier for students to find the title of the material they want more quickly and easily.
There are 12 computer terminals available.

e 8 Lower-Level Terminals

e 8 Level 1 Terminall
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1.22.7 References Desk with Librarians

- W

| KELANTAN

Figure 15: Reference Desk with Librarians Perpustakaan Tengku Anis

Every student who wants to ask about services and related to books will go to this area. The

following are the services provided:

Consultation

Year/Book Title search service
Library Related Questions
Data Search Service

Journal Impacts Metrics

o g~ wbdh -

Services for Mendeley and Endnote Software
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CHAPTER 2
ORGANIZATION INFORMATION

2.1 DEPARTMENTAL STRUCTURE

Activities in the library have been sorted into manageable jobs and given to staff members
based on salary classifications and job roles. The organisational chart shows how positions are
set up in different service areas. For each position, clear lines of authority and communication

are shown.

2.1.1 Administration and Strategic Planning and Quality

The administration, procurement, and human resources of central libraries are all within the
responsibility of this department. This area serves as a kind of nerve centre for the library's

operations. These are examples of activities covered in this unit.
Administration:

e Letter and file management.

e Utilization of HRM information system

e Declarations of ownership

e Performance appraisal.

e Relationship with the public

e Asset management involving the administration and maintenance of the acquisition of

books and office equipment, as well as the disposal of office equipment.
Human Resources:

e Managing library staff data and information

e Managing staff services and facilities

e Managing and supervising staff attendance

e Managing staff duty schedules

e Managing the delivery of materials (collections) to the library inside / outside UiTM

e Managing the department / division records and files
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Financial:

e Managing the management allocation and "Tabung Amanah™ of the library

e Managing the supply of work services

e Managing mobile assets and asset verification control, inventory

e Managing stores and disposal

e Manage library rental items, library's "Tabung Sumbangan Kemudahan™ and endorsement.

e Managing library expenses

FENTADEIRAN ORGANISAST
&
AFKIB CAWANGAN

TIMBALAM EETUA FUSTAKAWAN

ALTMA BT HUSSEIN
UNIT PENTADEIRAN &
FERANCANGAN STRATEGIK UNIT REKOD UNIVERSITI
MOHD BIDZUAN BANLI MUHAMAD NATART I-.IETI-I_-‘-._‘-.LAD NOR
PEMEANTY PUST AR ATVAN KANAN PEMBANTL PUSTAE AWAN EANAN
L MOHD WAQIYUDDIN MOHD
AMESUTINY LMOHD SUBEY DFULEIFLY
EERAN] EANAN PEMEANTLT PUSTAR ATWAN EANAN
MIE MOHD FAIZAL IERAHIN ZUL BIN ARDULLAH
PEMEANTU OPERAST PEMEANTL PEMULIHAR & AM EANAN

Figure 2.1: Department of Administrative & Branch Archives
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2.2 DEPARTMENT OF DIGITAL SERVICE AND COMMUNICATION

This department is responsible for promotion and marketing related to all information about
Tungku Anis Library. The following is the role of this Department of Digital Service and

Communication in more detail:

e Implementing, promoting, and assessing the library’s overarching digital service strategy,
policies, and procedures

e Coordinating and promoting the library’s information and communication systems and
resources

e Library Information and Communication Application Plan Review and Evaluation

e Implementing a new digital service model for the library through strategic planning,
marketing, and direction

e Establishing and supporting a framework for shared library information application

services
PERKHIDMATAN DICITAL
& KOMUNIKASI KORPORAT
PUSTAKAWAN EANAN
NORFITRIAH BINTI MAT SEMAN
UNIT SISTEM MAKLUMAT UNIT KOMUNIKASI
PERPUSTAKAAN KORPORAT

NAZROL HISHAM GHATALT MOHD HAZRIE MAT MAWI

TURUTEENIK EOMPUTER PEMBANTU PUSTAKAWAN

EANAN KANAN
AHMAD AMERUDDIN FAUZI 5471 INA BINTI SALEH

PEMBANTL PUSTAKAWAN PEMBANTL PUSTAKAWAN

Figure 2 2: Department of Digital Service & Corporate Communication
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2.3 DEPARTMENT STRUCTURE OF LIBRARY SERVICES

This department will control and provide services to library users. The following is the

responsibility of the department Structure of Library Services:

e Managing the preparation of library promotional materials such as brochures, pamphlets,
and others

e Managing the writing, publication, and printing of official library materials
Corporate Relations:

e Strategic network with internal and external libraries
e Coordinating briefings, visits from outside the PTA
e Coordinating library customer complaints and feedback

e Managing media coverage and press conferences
Marketing & Publicity:

e Planning PTA programs and marketing

e Implement marketing of library information through mass media, printed and video
publications, official portals and official library social media

e Managing the affairs of the Library Liaison Officer (PPP) and the Faculty Liaison Officer

e Managing PTA major exhibitions

Customer Service Unit:

e Planning the implementation of customer service and collection
e Managing KPT analysis, Client Charter and Library Quality Objectives
¢ Planning the customer service promotion and collection plans

¢ Planning the development of space and library service facilities

Industrial Training Report | 22



Customer Relations:

e Managing the customer service counters
e Managing the collection of library fines
e Managing customer relationships (CRM-Customer Relationship Management)

e Managing the publication supply system services and Book Delivery Service
Collection Management:

e Managing the library new materials

e Managing the general collection and special collection of University Intellectual Property
Materials

e Managing the library collection maintenance (transfer and alignment of materials)

e Carrying out stock-taking work
Research. Learning & Reference Unit:

e Planning and managing the research and administration skills programs
e Conducting walk-in or scheduled tutoring
e Managing printed map and digital map services

e Managing information literacy promotion activities
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FEREEHIDMATAN FEREFUSTARK AAN

PUSTARAWAN FATAN

DF. RTSLIN AHMATERIEMATL

NIT
FERKHIDMATAN
FELANGEAN

MMOHD FOSLI CHE ISAATIL.
PEREANTU FIRRTAF AWAN
FEAMAN

ROHD HILWIE AR
FAHMRAM
PERMEANTU PITSTAF ATTAN
EANAN

CHE HASMAN CHE IDEIS
PEREANTU FIRRTAF AWAN
FEAMAN

DEOHD HARE A HT
HAWMIAH
PERMEANTU PITSTAF AVTAT
FATAN

RIOHD ZAT AMT hHTY ZTH
PERNMEANTU PUSTAFRAWAN
FELATTAT

TUNIT PENYELIDIE AN,
FEMBELATAFRAN DNAN

RUJURA™N

PERMEANTU PITSTAF AVTAT

MNOR. AFFINA BT
HASETLLAH

FATAN

Figure 2.3: Department Structures of Library Services
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2.4 DEPARTMENT STRUCTURE OF LIBRARY PLANNING & DEVELOPMENT

This department will always find a way to develop this library to be better in the future with
strategic planning that is useful to users. The following are the responsibilities of the
department:

e Planning and coordinating the development needs of printed resources
e Managing and monitoring the performance of the expenditure allocation for the purchase

of printed materials
Managing the indexing of library materials Material Order:

e Managing the process of purchasing printed materials (Books / Magazines / Journals)

e Managing the cataloguing and classification of materials
Gifts & Exchanges:

e Managing gift and exchange materials from agencies / organizations within and outside
UiTM

e Intellectual property management (surrender policy management)
Material balance & disposal:

e Managing the balance and ownership of library materials
e Managing the assessment of the disposal of academic material resources

e Managing the syllabus material information
Electronic Source Unit:

e Coordinating the electronic resource development needs

e Managing the purchase proposal and subscription of electronic materials

e Databases & eBooks

e Planning and managing database training subscribed with suppliers / publishers

e Ensuring that every proposal for the purchase and subscription of electronic materials

received is acted upon and forwarded to PTAR
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PERANCANCAN DAN
PEMBANGUNAN PEEFUSTAKAAN

PUSTAEAWAN KANAN
WNORDELINMA BT ZULEAFIATY

UNIT BAHAN BERCETAK

UNIT BAHAN BEESIRI /
SERTAL

WANFATIMAH WAN
HAWID

PEMBANTU PUSTARAWAN
EANAN

MUSTAZIM BIN MUSTAPA
PEMBANTU PUSTAEAWAN
EANAN

HANMIZUR. BIN HUSSIN
PEMEBANTU PUSTAEAWAN

MATZATUL AEMAL
MUHANMWMAD
PEMEBANTU PUSTAEAWAN

Figure 2.4: Department Structure of Library Planning & Development
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CHAPTER 3
INDUSTRIAL TRAINING ACTIVITIES

3.1 INTRODUCTION TO INDUSTRIAL TRAINING ACTIVITIES

For five months, the practical session was held at Tengku Anis Library (PTA), UITM Machang
Kelantan. The PTA created training activities comprise rotating among four departments on a
monthly basis, one department at a time. The industrial training began on 1% September 2022,
and finished on 31% January 2023, with all practical students being directed by Madam
Norfitriah Mat Seman.

Students were monitored by the supervisor throughout the first day of the practical, and we
were instructed to wait for our schedule until the second day of the practical, when it was finally
distributed. The student was given the opportunity to learn how to operate in the library and
gain information while also having the ability to get a feel for the actual working environment

during the practical session.

Aside from that, students will also be given the opportunity to work at certain occupations that
are connected to the unit that is being offered by the PTA. Because it can assist students in
gaining a more distinct perspective on the material they have previously learned, the objective
of train big is to guarantee that all students who participate in practical training will be able to
comprehend the general workflow and structure of the library. Throughout the course of the
practical training that lasted for five months, students were accountable for completing a
variety of tasks that were given to them by the head of the department. In general, the third
chapter will concentrate on the particular initiative that will include the pragmatic students

during the course of the five months.
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3.2 SHELVING AND READING YASSIN

Before the library opens each day, the industrial training students are tasked with shelving the
books from 8:00 a.m. to 8:30 a.m. every day except Thursday, when they are only tasked with
shelving for 15 minutes before the recitation of Yassin. The librarian's aide here instructed us
to shelve the books in accordance with the shelves and call numbers they had been given.
Library of Congress (LCC) classifications are used to categorise all of PTA's resources. To
borrow a book, look for it on the ground floor, where it will be found on open shelves.
Meanwhile, the ground floor contains reference materials that can be borrowed subject to its
conditions. This daily assignment is necessary to guarantee that all industrial training students
understand the PTA material collection structure and categorization number system. Here,
students put their knowledge to use, as the systematic arrangement of library resources within
each shelf is critical to the success of information retrieval. There will be a significant delay in
the user locating the desired material if it is not organised in accordance with the designed

system.
3.3 DEPARTMENT OF DIGITAL SERVICES & CORPORATE COMMUNICATION

The first internship department was Digital Services and Corporate Communication which was
led by Mrs. Norfitriah bt Mat Seman (Senior Librarian). Mrs Norfitriah briefing me about the
organisation and work etiquette in the Tengku Anis Library. This is the first department to
which | have been assigned for a month. Mrs. Amesutiny Mohd Subry introduced me to all
staff on my first day here. Mr. Mohd Ridzuan Ramli (Senior Librarian Assistant), Mrs.
Amesutiny Mohd Subry (Senior Clerk), and Mr. Nik Mohd Faizal Ibrahim (Operation
Assistant) work in the Administrative Unit. This unit is in charge of the library's internal and
external administration affairs, such as decision making and implementation, planning, policy
formulation, resource management, supervision, and ensuring general staff discipline. It is
generally responsible for increasing the administration's effectiveness, which includes the
UiTM Kelantan Library units.
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On the first week, Mr Mohd Ridzuan Ramli (senior Assistance Librarian) briefing about their
task and sharing their work to key in data into microsoft 365 every 1 until 3 days every month.
After that, Mr Mohd Ridzuan Ramli shows how to use Mykm to key in the data and also teach
me how to use Library Support System (LSS) to report problem matters in the library. Mr
Rizuan Ramli brief me about Sustainable Development Goal (SDG) and Selective
Dissemination of Information (SDI). this service provides by PTAR library UiTM Shah Alam.
Following that, Mr. Mohd Ridzuan Ramli (Librarian Assistant) asked me to save data relating
to student assignments in the Universiti Teknologi MARA Institutional Repository (UiTM IR)
system. UiTM IR is a digital collections centre that serves as an open access repository for
scholarly output produced by Universiti Teknologi MARA faculty members (journal articles,
book chapters, books, conference papers, theses, working papers, technical reports, data and
other types of research publications and also unpublished manuscripts and papers). This work

requires me to upload only five pages of the whole students' paper to the UiTM IR system.

Figure 3.1: Doing the Institutional Repository

In the administrative unit, Mrs Amesutiny which is senior clerk brief me the task and scope of
their work and record some outgoing and incoming mail. Mrs Amesutiny Mohd Subry assigned
the first assignment of letter filling. She showed me how to construct the minutes files. There
are three types of letters in the minutes file arriving letters (from the library but within the
UiTM department), outgoing letters (from the library to another department within UiTM), and
internal letters (from another organisation to UiTM). | need three different coloured pens to
write each letter. The red pen will be used for arriving letters, the blue pen for outgoing letters,
and the black pen for internal correspondence. Aside from that, | was assigned the
responsibility of compiling statistics on the Tengku Anis Library personnel. This figure refers
to the staff training achievement report, which ensures that all employees receive at least 42
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hours of training every year. This information should be compiled at the start of each month. 1
generate statistics by entering data into the Microsoft Excel template provided by Mrs.

Amesutiny Mohd Subry.

My second internship department was Digital Library Services, which was led by Mrs
Norfitriah Mat Seman (senior librarian). Mr Nazrol Hisham (senior computer technician) brief
me how to create a website and how to enter the data from website (Perpustakaan Tengku Anis.
After that, | took place in Mds program with new pre-diploma, diploma and also bachelor’s
student. Tengku Anis Library start the slot at 8.00 am with an introduction about Tengku Anis
Library to the new students which delivered by Mrs Nordelina Zulkarnain (senior librarian).
the next slot was presented by Mrs Norfitriah Mat Seman in introducing the mobile apps and

also telegram channel.

Figure 3.2: MDS Program

Next, the csr program of SMK HAMZAH | took place involving 107 students from form 6
below. Several activities have taken place such as library tour, digital library briefing, searching
strategy technique briefing,citation briefing (APA microsoft office) and also group activities
Latihan Dalam Kumpulan (LDK).

Figure 3 3: CSR Program SMK Hamzah
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3.4 DEPARTMENT STRUCTURE OF LIBRARY SERVICES

Next internship department was library services, which was led by Dr. Muslim Ismail@Ahmad
(Senior Librarian). The Library Services department primarily provides services and facilities
such as reference services, circulation services, and so on. It is also in charge of promoting
services and amenities to clients for one month. This department is divided into three sections:
Corporate Communication (Corporate Relations, Marketing, and Publicity), Customer Service
(Customer Relations and Collection Management), and Research, Learning, and Reference
(Reference, Research Support & Information Literacy). Mr. Mohd Rosli Che Ismail, Mr. Mohd
Hilme Abdul Rahman, Mr. Che Hasnan Che Wris, Mr. Mohd Hamka Hj Hamzah, Mr. Mohd

Zalani Mhd Zin, and Mrs. Nor Azrina Binti Hasbullah manage this section.
Library Open Day

Dr. Muslim Ismail@Ahmad assigned me to welcome new students on my first day of duty in
this unit because that day was the first day PTA was open to students. | have to greet all of the
students who have come to the PTA by handing them mementos. | was also requested to advise

students, particularly new students, on how to use the PTA's services.
Key in data in system

Dr. Muslim Ismail @ Ahmad (Librarian) assigned the responsibility of updating the student's
information using My Knowledge Management (MyKM system) based on the student’s name
list provided by Dr. Muslim. UiTM Library has created the MyKnowledge Management
(MyKM) system to collect, manage, and disseminate knowledge information based on

reference materials produced by authors and researchers from UiTM and throughout the world.

Figure 3.4: Class MyKm with Dr Muslim Ismail
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MyKM's objectives are as follows:

- Collecting and managing knowledge through the production and publication of reference
materials in numerous subjects, either from within or outside the university.

- Promoting information transfer and knowledge sharing as a means of improving
intellectualism among the university community

- Using research expertise and best practises to position MyKM as a prominent reference and

source of information for knowledge acquisition.

3.5 DIGITAL LIBRARY & UNIVERSITY ARCHIVE

Next internship department of administrative organization & branch archives, which was led
by Mrs. Alina Hussein (Deputy Chief Librarian). It is the responsibility of the University
Archives to administer and provide online access to library materials, collections, and
repositories. They identify, digitize, and preserve cultural, historical, academic, educational,
communal, and civic information resources. This department was my assignment for one
month. There are three units in this department: The Digital application unit, the Archive and
manuscript unit, and the Conservation unit. This division is overseen by Mrs. Alina Hussein
(Deputy Chief Librarian) and librarian assistants Mr. Muhamad Nazari Muhamad Nor, Mr.
Mohd Wagiyuddin Mohd Dzulkifly and (conservation Assistant) Mr. Zul Abdullah.

I.  Cleaning the student’s file

Mr. Mohd Wagiyuddin Mohd Dzulkifly assigned me the responsibility of cleaning the students'
file on my first day of work in this department. Academic Affairs (HEA) UiTM Kelantan
Branch student files must be cleansed by removing all tags, paper clips, and staples. Each
student file will be placed in a box, and | will have to clean each box in the established order.
I when | discovered that fasteners such as staples and paper clips frequently harm documents
while cleaning the file.

The damage could be physical, such as puncturing, tearing, or distortion, such as creasing, or
chemical, such as discoloration caused by rusting metal fasteners. Fasteners that are potentially
destructive should be carefully removed from archival documents before they are placed in
long-term preservation; however, if removing the fasteners may cause damage, the fasteners

should be left in place.
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Register for receipt of document file

Mr. Mohd Wagiyuddin Mohd Dzulkifly taught me how to create a registry of receipt document
files. If new files are received from Academic Affairs UiTM Kelantan Branch, a register of
receipt document files is created. These files will be received in a box containing the student's
files, which will be preserved in the PTA archive before being disposed of. This work must be
completed by updating the necessary information using the AMS UiTM systems. This system
can only be accessed through the email account of Mrs. Alina Hussein (Deputy Chief
Librarian).

The list of categories to be filled in the AMS is as follows:

Branch

- PTJ

- Fond

- Sub Fond

- Material category

- Material type

- Description stage

- Series

- Record status

- Title

- Year realized

- Material description
- Date of first content ~ Date of last content
- No. original box

- Storage location

- Date of receiving

Industrial Training Report | 33



Register archive material/ Update items

Mr. Mohd Wagiyuddin Mohd Dzulkifly instructs me about archive materials registration. The
process of registering and updating student files using AMS UiTM technologies is referred to
as the archival materials register. In order to update the information in this system, | need to

refer to the students' file. The following information is required:

- Years of lupus

- Keywords

- Student matrix number

- ldentification card number
- Course code

- Student status

- Attachment list

Scanning

Scanning is the final process that must be completed before a file may be stored in the file
room. Every sheet of content in each student file must be scanned. Once the file has been
scanned, it must be updated to include a watermark and password. It is necessary to maintain
security because this file is confidential. The scanned file will then be placed in a folder called
"FPEL," which contains all of the scanned files, and it will be sent to Mrs. Alina Hussein
(Deputy Chief Librarian) to be uploaded into the UiTM OFA system.

Figure 3.5: Scanning File
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3.6 LIBRARY PLANNING & DEVELOPMENT

The last part of my internship was led by Mrs. Nordelina Zulkarnain was in charge (Senior
Librarian). The Library Planning and Development department, which is also called the
cataloging department is mostly concerned with making sure that the library's collections are
well organized in terms of bibliographic control. It does this by cataloging and processing
materials and creating and maintaining the library's bibliographic database of catalogued
materials. For one month, 1 worked in this department. This department has two groups: Printed
Sources and Electronic Sources. Mrs. Nordelina Zulkarnain, who is the senior librarian, is in
charge of this department. She is helped by Mr Ahmad Ameruddin Fauzi, Mr. Hamizur Hussin,

Mrs. Maizatul Akmal Muhammad, and Mr. Mustazim Mustapa, who are all librarian assistants.
I.  Copy Cataloging

| learned how to make a copy cataloging in this department. Copy cataloging is the process of
copying or matching cataloging information from another library that has previously been
completed by another cataloger. If the record can be located in other catalogs or bibliographic
utilities, cataloging is simplified by copying the existing information and inserting the required
local data. Copy cataloging is a common practise in libraries. It saves time and money for
employees, resulting in faster service while keeping great quality. In copy cataloging, | learn
how to copy a catalogue by consulting the websites of OPAC UiTM, MALCAT, OPAC PNM,
and WORLDCAT.

The first step in copy cataloguing is to search for the material using OPAC UiTM by entering
the keyword (book title). If the book is in OPAC UiTM, I can continue to clay call number, but
if the book is not in OPAC UiTM, I must find the book using other sources such as MALCAT,
OPAC PNM, and WORLDCAT websites. The call number of the book I discovered will be
written on paper and pasted into the book. Mr Ahmad Ameruddin Fauzi will then place the

book on the trolley for the next phase.
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Figure 3.6: Resources Description Cataloguing

3.7 SPECIAL PROJECT
“2 Days@PTA Bonding Day”

The program titled “2 Days @ PTA Bonding Day” was held at Perpustakaan Tengku Anis on
12 & 13 December 2022. My role for this program was Deputy Program Director and
Activity Committee at the same time. This program is an initiative of the Perpustakaan Tengku
Anis, in the culture of knowledge and knowledge sharing as well as being able to provide
information on services and new facilities of the library to all UiTMCK patrons, especially in
effectively searching for information. Other from that to further increase visibility and

strengthen the relationship between the library and all UITMCK patrons.
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During this program, fourteen (14) games were prepared for the participants. The games and

number of participants shown in the table below:

Table 3.1: List of Games and Participants for 2 Days@PTA Bonding Day

No.

Games

Number of participants

1

Carrom

A total of 8 participants participated in this
game as a competition to get the first and

second place winners.

Ping Pong

A total of 4 pairs of teams have participated
in this game consisting of two pairs of teams
among students and two pairs of teams from
among staff, in a competition to get the first

and second place winners

Giant e-Puzzle

A total of 10 participants participated in this
game to get 3 winners each session: session 1

and session 2.

Congkak

A total of 8 participants participated in this
game as a competition to get the first and

second place winners.

Infohunt

A total of 16 participants participated in this
game to get the winner for first, second and

third place.

Table Soccer

Game

A total of 8 participants participated in this
game as a competition to get the first and

second place winners.

Crossword Game

A total of 20 participants have participated in
this game as a competition to get 3 winners

each session: session 1 and session 2.

PTA Roda Impian

A total of 20 participants have participated in
this game as a competition to get 10 winners

each session: session 1 and session 2.

Spell It Right

A total of 16 participants have participated in
this game as a competition to get 3 winners

each session: session 1 and session 2.
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10 Let’s Guest My A total of 101 participants have participated
Weight (Book in this game to get only one winner.
Weight Guessing
Game)

11 Let’s Borrow, A total of 9 participants participated in this
Read, Review contest to get 3 winners.
(TikTok
Challenge)

12 Online Quizizz A total of 50 participants participated in this
competition to get 3 winners, which are first,
second and third place.

13 Juara Cup Pantas | A total of 11 participants have participated in
this game as a competition to get 3 winners
each session: session 1 and session 2.

14 Penalty Shootout | A total of 30 participants have participated in
this game as a competition to get 2 winners,
which are first and second place.

The list of winners for each game are shown in the table below:

Table 3.2: List of winners for games in program 2 Days @ PTA Bonding Day

Games

Winners

1. Table Soccer Game Firdaus Hakimi bin Shurkawi
Nur Farhah Zalila binti Zabudin

2. Congkak Nur Ain Asyura binti Nasrul Azrin
Nur Farhah Zalila binti Zabudin

3. Carrom Nurul Aina Shazana binti Seluddin

Afigah Safirah binti Suhaibi

4. Giant e-Puzzle

Lugman Hakim bin Muhamad Kamal
Sofiyyah Nadiah binti Mohd Zohri

Hasyimah binti Mansor

5. Ping Pong

B A S o T el A el A

En. Ahmad Ameruddin bin Fauzi & En. Hamiz
Zhafran
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2. Adam Farhan bin Mohd Hamizi & Danish
Agashah bin Mohd Khairul Azwar.

6. Online Quizizz 1. Nor Adilah Nadia binti Che Noor Shan
Nur Fatini binti Rasidi
. Amirah Nabilah binti Mohammad

7. Infohunt Lugman Hakim bin Muhd Kamal

Nurul Asyikin binti Harishadi

2
3
1
2. Nurul Amirah binti Suhaimi
3
1

Nik Ahmad Fathulbadri bin Nik Zulhaiza
2. Hanis binti Tumidi

8. Penalty Shootout

9. Crossword Game Session 1:
1. Sophie Qaisara
2. Anisa Balqgis binti Mohd Saupi
3. Nur Afdlin Syahmi binti Ahad
Session 2:
1. Nor Syafika binti Zakaria
2. Nur Damia Ayuni binti Maizulanam
3. Nik Nur Fatin Qistina binti Nik Abdull

10. Spell it Right Session 1:

1. Nur Anis Hidayati binti Mustapha

2. Ahmad Ikhwan bin Awang

3. Igtiyani Ulfa binti Ahmad Termizi
Session 2:
Mohammad Afig Iman bin Mohd Zari
Ayuni Nadira binti Mohd Tarmizi
Muhammad Fitri bin Mohd Fazil

=

Nor Adilah Nadia binti Che Noor Shan
Farah Farhanim binti Ahmad Riza
Nor Atirah Najwa binti Che Noor Shan

11. Let’s Borrow, Read &
Review — Tiktok
Challenge

12. Let’s Guess My Weight Lugman Hakim bin Mohamad Kamal
Wan Nur Asyikin binti Wan Ahmad Ezani

Muhammad Fitri bin Mohd Fazil

A B ol I S
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13. Juara Cup Pantas Session 1:
1. Fatin Syafigah binti Abd Karim
2. Nur Amirah Wahida binti Badrul Hisham
3. Nur Izati Athirah binti Mohd Zunaidi
Session 2:
1. Nur Alya Batrisyia binti Mat Riza
2. Nor Mazni binti Ismail

3. Hasyimah binti Mansor

Obijectives

1. Provide exposure and approaches in library services that must be used by UiTMCK
students.

2. Knowing the direct impact on students' P&P if they do not use the library services provided
in effective information search.

3. Provide guidance to UITMCK citizens regarding digital libraries and the latest services.

4. Master various library services with a relaxed and open method throughout the program.
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Program Tentative are based on the table:

First Day | 12" December 2022 (Monday)

Table 3.3: Program tentative for 12th December 2022

Time Activity

8.30 a.m | Registration

Announcement and simple introduction on games to all participants:
e Congkak
e Table soccer game
e Carrom

9.00 a.m e Ping pong

e Giant e-puzzle

o “Let’s Guest My Weight”

e Wakaf Buku 2.0

e “Let’s Borrow, Read, Review”

9.45a.m |Game started till finish

12.30 p.m |(Break

Announcement and simple introduction on games to all participants
2.30 p.m e Infohunt
e Online Quizizz

2.45 p.m |Game started till finish

4.00 p.m |Disperse
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Second Day | 13" December 2022 (Tuesday)

Table 3.4: Program tentative for 13th December 2022

Time Activity

9.30 a.m | Registration

Announcement and simple introduction on games to all participants:
e PTA Roda Impian

10.00 a.m e Crossword

e Spellitright

e Juara Cup Pantas

10.15 a.m |Game started till finish

12.30 p.m |(Break

2.30 p.m |Closing and prize giving ceremony.

3.45 p.m |Photo session with winners

4.00 p.m |Disperse
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Program Posters:

JDAYS@PTA:
B<SNDING DAY

12 6 13 DECEMBER 2022 |

VENUE: PERPUSTAKAAN TENGKU ANIS (PTA)

20AYS@PTA: B2 NDING DAY

Program Photos

Figure 3.9: Ping Pong
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Figure 3.14: Giant e-Puzzle & Crossword
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Figure 3.19:Prize giving to winners
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Figure 3.20:Memorial group photo of our program

Conclusion:

As a result, this programme was more successful than anticipated thanks to the outstanding
turnout of all UiTM Machang Campus students and employees. Hopefully, there will be more

events of similar such in the future.
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CHAPTER 4
CONCLUSION

41 APPLICATION OF KNOWLEDGE, SKILLS, AND EXPERIENCE IN
UNDERTAKING THE TASK (KNOWLEDGE GAINED)

During my five-month industrial training at Perpustakaan Tengku Anis (PTA), | discovered
that | had gained a number of new and helpful skills. I got this information whenever | was
exposed to the library's work by the librarians and personnel. For instance, | was shown how
to use the Libsys library system. This activity will help me learn and comprehend the library
workflow. In addition, | can appreciate that bookshelving is done every morning so that the
books are well-organized on the shelves and are easy to obtain. All the information I received
throughout my five months of industrial training has improved my thinking and taught me new

abilities.

Capability to organize and utilize the Libsys System

The librarian instructed me on the proper procedure for updating the library's catalogue
whenever new books or other items were added. The Libsys system was later introduced to me
as well. Each book's specifics should be entered into the Libsys system. If | make a mistake at
any point in the process, the book will end up in the incorrect section.

Capability to use the Local Content Hub and the UITM Institutional Repository (UiTM
IR)

The librarian instructed me on how to upload and enter data in Local Content Hub and UiTM
IR. Furthermore, they taught me just how to use these systems. Therefore, | was able to utilize

these technologies and complete the assigned assignment satisfactorily.
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Ability to Digitize and Handle the Archival Materials

The process for digitizing the archive material was broken down for me in great detail during
my training. While it appears to be quick and straightforward, we must exercise extreme
caution when dealing with historic material. For example, before we begin scanning
documents, | need to clear the materials of any dust and filth by removing the stapler bullet,
treasury tag, and paper clips from the materials. This is because the materials should be clean.
In addition, | needed to maintain the document in good shape to guarantee that all of the
information and proof could be used appropriately in any circumstance.

Skills

Library Management

The management of an organisation directly impacts how effectively it performs. As a result,
| have gained some theoretical knowledge about the administration of libraries, the
management of departments within libraries, the management hierarchy from upper
management to lower management, and other topics linked to management. When | started my
industrial training, though, all of these things that | had learnt throughout my time in the
classroom were suddenly quite different because | could see how the library is handled and

operates.

My participation in the industrial training provided me with fresh experience in library
administration. After participating in the industrial activity, | thought I had a better grasp of it.
There are nine (9) different units that make up the Tengku Anis Library (PTA), and | am able
to see how each unit communicates with the others and how they are all related. In addition, I
am familiar with each division's operation and the process through which personnel get orders

from the head.
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Teamwork skills

When working in an organisation, including all team members is a more productive technique
to get things done than working alone. During the time that | spent doing industrial training at
PTA, I was given the opportunity to gain a wide variety of information, skills, and experience,
particularly while 1 worked in a variety of units within PTA. For example, working in each
department at the library has taught me the importance of collaboration and workflow, which
are both required to meet the library's Key Performance Indicator (KPI). In addition, when the
library is preparing a special event, all of the staff members and students who work in the
library get down together to talk about the possibility that is going to be held. Most of us offer
suggestions about the activities that will take place that day. Work that is done in a team setting,
in my experience, is a really beneficial exercise because it teaches us how to accept the ideas
of others, and it also allows us to gauge how well others take our own thoughts.

Communication Skills

My communication skills with other people were honed or trained throughout my time spent
at PTA during the duration of their industrial training programme, which lasted for a period of
five months. Due to the fact that | was completing an internship at an academic library, 1 was
required to interact with and become acquainted with a greater number of individuals during
this time. These individuals included not only the librarian and staff but also other individuals.
| was given the opportunity to speak with instructors and even staff members from different
departments. Meeting new individuals allows me to practise my communication abilities. Thus,
this opportunity to interact with a variety of people is really beneficial to me. While a result, 1
am able to interact with customers and do my best to satisfy their requirements even as | work

behind the counter.
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Multitasking Work

Work that required me to multitask was made available to me when | was participating in PTA's
Industrial Training programme. This is due to the fact that a great deal of work had already
been completed when | was assigned to each unit in the PTA. While | am on duty at 1 am, |
not only do the chores associated with that shift but also perform additional tasks. For instance,
while | was working at the Information Services Unit, | was responsible for several
responsibilities, including the design of posters. Working with other groups, including
government departments, NGOs, and others. My ability to perform a wide variety of activities

has been much improved due to the many assignments | have completed over the years.

Working Environment and Time Management

My time spent in industrial training has prepared me for the atmosphere and demands of the
actual job. I learnt that time management is incredibly crucial, especially after |1 have gone
through five months of this industrial training at PTA. Even though it is simply industrial
training, it is the start towards the actual work, and from this, | have to go through a real
working environment. | gained knowledge of the working environment, as well as how to work

and how manage time, from the industrial training that | received.

My experience working in a library taught me that we need to maintain punctuality and that we
cannot simply leave the library because we are required to provide service to customers visiting
the library. Because the workday begins at 8:00 in the morning and ends at 5:00 in the evening,
all of the PTA employees are required to report for work by 8:00 am and are not permitted to
leave before 5:00 pm. Moreover, as an industrial training student, 1 must manage my time

effectively and always do assignments on time.
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4.2 PERSONAL THOUGHT AND OPINION

My experience at the Perpustakaan Tengku Anis (PTA), where | was given the opportunity to
participate in an industrial training programme for a period of five months, led me to the
realisation that the PTA is an excellent organisation that is well suited for individuals who are
interested in gaining experience and information related to academic libraries. In addition, the
things | gained throughout my time in the industrial training programme provided me with
numerous opportunities to gain new experiences and information. Information Services Unit,
Information Technology Unit, Procurement Unit, Cataloging Unit, Administration Unit,
Conservation Unit, Journal Unit, Customer Service Unit, and Archive Unit are some of the nine
(9) units that make up the Perpustakaan Tengku Anis (PTA) academic library. Other units
include the Archive Unit, Conservation Unit, and Administration Unit. PTA is organised into
a variety of departments to guarantee that it can fulfil its role as an academic library and attend
to the requirements of its patrons. In addition, users are supplied with a variety of helpful
amenities by the PTA, including an information technology room, a conference room, an area

designated as an information technology zone, and a leisure corner known as Starcor.

Participating in an industrial training programme at the Perpustakaan Teneku Anis (PTA)
allowed me to obtain experience in the actual working environment of academic libraries,
which allowed me to expand my understanding of the area of libraries. In this line of work, one
can acquire knowledge about and gain experience in a wide variety of duties, ranging from
straightforward to more involved activities. Although not all components of the library are
studied and practised, some of the lessons taught over the last five months have brought
numerous benefits and advantages to the practical students, allowing them to be better equipped
for the future. Therefore, receiving industrial training before being accepted into an
organisation as a worker is a great way to get students ready to be more self-sufficient and
provide them with a true image of the work environment before they start working there. As a
result, students will emerge from the programme with increased experience in and knowledge

of organisations and how organisations function as a result of their participation.
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4.3 LESSON LEARNT

There are many lessons learnt that | obtained during the five months of industrial training at
PTA, which are:

Work Environment

Throughout the course of my five months of industrial training, | had the opportunity to observe
and participate in the actual working environment of the library. Everyone in each unit is
accountable for their tasks, collaborating to complete the tasks at hand. I also discovered that
when we work together as a team, the tasks at hand may be completed quickly and without

difficulty, and the atmosphere at our place of employment will be peaceful.
Becoming Accountable

My experience taught me that taking responsibility for one's actions at work is an extremely
valuable skill that everyone should cultivate. This is due to the fact that we are required to take
responsibility for the work or task that has been delegated to us. We must do the assignment

on time and not linger over it.

In addition, the duty requirement also implies that I, as a student participating in an industrial
training programme at PTA, am obligated to look after the library's property and reputation.

Can Work Under Pressure

When we are working, it is very uncommon for us to have feelings of stress, particularly when
we are given a large number of duties all at once and only a short amount of time to do them.
Whenever | come across a station like this one, | will try to finish the task, and if I am unable
to, 1 will move on. | shall ask a co-worker for assistance in doing the assignment that has been
given to me. Therefore, | have realised that it is essential to always be able to manage our time
in order to ensure that | will not have to rush and will be able to do activities when they are
due.
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4.4 LIMITATIONS AND RECOMMENDATIONS

When it comes to some types of organisations, limits signify something that has to be fixed or
a weakness. As a result, based on the things I've seen and learned while participating in an
industrial training programme, I've determined that this library has a few drawbacks, and it is
my sincere wish that they will be able to overcome all of those drawbacks in order to Each of
the restrictions that | list below is accompanied by one or more of my suggestions. The

following are some of the constraints imposed by this library:
Low Access Restrictions on The Internet Connection

My research led me to discover that the PTA constraint consisted of a shaky internet
connection, and this was the limitation | found. During the course of my internship here, I
realised that there are frequent issues with internet connectivity. When there are excessive
numbers of individuals using the internet, the connection to the internet becomes slow. This
occurs whenever | try to utilise Libsys, as well as whenever I try to attend online seminars that
the PTA offers. Therefore, the most efficient strategy for ensuring that all users, including staff
members, can make use of the facilities that the PTA has provided is to increase the internet
access rate and the internet access limit for student usage.

The Insufficient Provision of Facilities

Aside from that, the constraint that | encountered during this training session was the absence
of facilities for users in terms of the ability to borrow and return books. The services of book
delivery and self-checkout devices are among the facilities that are highlighted. This service is
particularly significant since, based on previous experiences at the distribution desk, students
will be able to save time waiting or effort by having their own book drop machine and checking
machine. This will be possible thanks to the availability of this service. As a result, students
will be able to save more time and avoid any harm that may occur due to the high volume of
users by having their checking machine. Drop books instead is another need that must be met
to guarantee that consumers may easily return borrowed books. It's possible that this is one
reason why customers continually return books late. Therefore, the book may be replaced by
students at any time, including during the weekdays. This can also guarantee that fewer people
are waiting in line to borrow the same book, making it more convenient for everyone to utilise
the PTA service.
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Shortage of personnel

Then, a lack of available personnel is another obstacle to overcome while managing the library
in PTAs. It will be an issue when the library does not have enough employees to run the
organisation because one of the staff members will be unable to carry out their tasks, and as a
result, the staff will have to do more work than they normally would. Because academic
libraries provide users and organisations like PTAs with access to a wide variety of information
resources, the libraries have a pressing need to recruit additional staff members who are capable
of assisting them in the execution of their responsibilities. Due to a lack of employees, library
functions will not operate efficiently, and the library will be unable to satisfy the requirements

of its customers.
4.5 CONCLUSION

During my industrial training at Perpustakaan Tengku Anis (PTA), which lasted for a total of
five months, | was able to acquire fresh information and a great deal of experience, both of

which will be beneficial in future.

My time spent participating in industrial training has given me a comprehensive understanding
of what it is like to work in the industry I am currently pursuing. In addition, I have been given
the opportunity to get more knowledge regarding the job done in libraries thanks to this

industrial training.
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