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ABSTRACT 

This paper is a report on activities carried out by students while they were undergoing 

in-organization training for the Industrial Training course (IMC690). This course is 

required for all students who wish to pursue the Bachelor of Information Science (Hons) 

in Library Management. This paper also includes a report on the activities, special 

projects, knowledge applied, and tasks completed by students during their five-month 

internship at the Perbadanan Perpustakaan Awam Negeri Sembilan. This industrial 

training report is divided into four chapters: introduction to information organization, 

which describes the history of the Perbadanan Perpustakaan Awam Negeri Sembilan, 

services, facilities, and collections available, the function of each unit, industrial training 

activities, and reflective industrial training. At the end of this paper, some limitations and 

suggestions from students are also included in the hope that organisations will consider 

getting more efficient services. 

Keyword: Industrial Training, Perbadanan Perpustakaan Awam Negeri Sembilan 

ii 



ACKNOWLEDGEMENT 

First, I would like to thank Allah S.W.T and HIS messenger, Prophet Muhammad 

S.A.W. It is because of his blessing; it is for me to finish this industrial training report. I 

had finally managed to finish this report with great enthusiasm and determination. All the 

time spent to search for the information as well as justifying theoretical clues to drive the 

output were worth our effort and time, lnsya-Allah. 

I would like to extend my deepest appreciation to the Director of the Library, Mrs. 

Hajah Jamilah @ Chumila binti Haji Katis, my industry supervisor, Mr. Hamdan Bin Hj 

Nordin, librarians and the staffs at Perbadanan Perpustakaan Awam Negeri Sembilan. 

They are very generous and willing to share many information, knowledge, tips and 

advices. 

Also, I would like to express my sincere gratitude to my supervisor Madam Noor 

Faraliza Samsudin for her time, generous guidance, patience and encouragement 

throughout completing this industrial report. I could not have finished this report without 

the full" support of my beloved parents, my siblings and my fellow friends. Their love, 

encouragements and continuous prayers have make me stronger each and every day in 

completing this report. 

iii 



TABLE OF CONTENT 

Declaration 
Abstract ii 
Acknowledgment iii 
Table of Content iv 
List of Tables vi 
List of Figures vii 
List of Appendices ix 

1. Chapter 1: Introduction 1 
1.1 Background of the Organization 2 
1.2 Organizational Structure 2 
1.3 Logo 5 
1.4 Vision 5 
1.5 Mission 5 
1.6 Objectives 6 
1.7 Location PPANS 6 
1.8 Library Operation Hour 7 
1.9 Collection in library 9 
1.10 Services and Facilities 10 
1.11 Regulations in the library 21 

2. Chapter 2: Organizational Information 23 
2.1 Departmental Structure
2.2 Department Structure 23 

2.2.1 Client Unit 23 
2.2.2 Acquisition Unit 24 
2.2.3 Catalog Unit and Development Collection 25 
2.2.4 Media Unit and Koleksi Negeri Sembilan 27 
2.2.5 Information technology and Communication Unit 29 
2.2.6 Administration Unit 30 
2.2.7 Financial Unit 32 
2.2.8 Corporate Unit 33 
2.2.9 Development and Maintenance Unit 34 
2.2.10 Reading Movement Unit 36 

3. Chapter 3: Industrial Training Activities 38 
3.1 Training Activities 39 

3.1.1 Shelving 40 
3.1.2 Media Unit and KNS 40 
3.1.3 Reading Movement Unit 43 
3.1.4 Financial Unit 44 
3.1.5 Corporate Unit 45 
3.1.6 Catalog Unit 46 
3.1.7 Acquisition Unit 50 
3.1.8 Client Unit 53 
3.1.9 Other activities 60 

3.2 Special Project 65 
3.2.1 3D Colouring Competition 66 
3.2.2 Spelling Bee Competition 72 

4. Chapter 4: Industrial Training Reflection 78 
4.1 Application of knowledge, skills and experience in 78 

undertaking task (Knowledge gain) and opinion 

iv 



5. 

6. 

7. 

4.2 Personal thought and Opinion 
4.3 Lesson Learnt 
4.4 Limitation and recommendation 

Conclusion 
References 
Appendices 

81 

82 

84 

87 

88 

89 

V 



LIST OF TABLES 

Table 1.1 : Library operation hour 
Table 1.2: Kids section 
Table 1.3: Adult section 
Table 3.1: My original schedule for Industrial Training 
Table 3.2: Cost prize for 3D Colouring Competition 
Table 3.3: Cost prize for Spelling Bee Competition 

7 
9 
10 

38 

69 
74 

vi 



LIST OF FIGURES 

Figure 1.1 : Perbadanan Perpustakaan Awam Negeri Sembilan 2 
Figure 1.2: Organization chart 4 
Figure 1.3: Logo 5 
Figure 1.4: Location of PPANS 6 
Figure 1.5: E-Sport operation hour 7 
Figure 1.6: Discussion room operation hour 8 
Figure 1. 7: Cyber studio operation hour 8 
Figure 1.8: Smart library operation hour 9 
Figure 1.9: U-Pustaka 11 

Figure 1.1 0: Overdrive 11 
Figure 1.11: Bernama Library & lnfolink Service 12 

Figure 1.12: E-Sentral 12 

Figure 1.13: PressReader 13 

Figure 1.14: Zinio 13 

Figure 1.15: UN Library 14 

Figure 1.16: Ookbee Buffet 14 

Figure 1.17: I-Learn Ace 15 

Figure 1.18: E-Law 15 

Figure 1.19: Discussion room 16 

Figure 1.20: E-Sport 17 

Figure 1.21: Kids Zone 17 

Figure 1.22: Toys Room 18 

Figure 1.23: I-Play 18 

Figure 1.24: Smart library and mini cinema 19 

Figure 1.25: Collection of Negeri Sembilan 19 

Figure 1.26: Warung llmu 20 

Figure 1.27: Gallery Walk 20 

Figure 1.28: Rileks Santai 21 

Figure 2.1: Departmental structure 23 

Figure· 3.1: Shelving 39 

Figure 3.2: Shelving schedule 40 

Figure 3.3: Scanning book 41 

Figure 3.4: Setup live equipment 42 

Figure 3.5: Join and observe Facebook live 42 

Figure 3.6: Testing sound, lighting, camera 43 

Figure 3.7: My paperwork completed under assistance of Mr Zainudin 44 
Figure 3.8: Activity under Reading Movement Unit 44 
Figure 3.9: Arrival of board members 45 

Figure 3.10: With the staff of PPANS 46 

Figure 3.11: Steps of processing library materials 46 

Figure 3.12: Cataloging process 4 7 

Figure 3.13: OPAC National Library of Malaysia 48 

Figure 3.14: WorldCat 48 

Figure 3.15: Key in print call number 49 

Figure 3.16: Key in to print barcode 49 

Figure 3.17: Give book donation to Sekolah Sendayan 51 

Figure 3.18: Promotion video at TikTok 52 

Figure 3.19: Newspaper cutting 53 

Figure 3.20: With the children from 1PM Negeri Sembilan 54 

Figure 3.21: Colouring time 54 

Figure 3.22: Tour to toys room 55 

Figure 3.23: Explore smart library 55 

vii 



Figure 3.24: Manage smart library 56 
Figure 3.25: Storytelling activities 57 
Figure 3.26: Origami activities 58 
Figure 3.27: Monster craft activities 58 
Figure 3.28: Basket craft activities 59 
Figure 3.29: Kiddies Cookies Hari Raya 59 
Figure 3.30: Involved shooting promotional video 60 
Figure 3.31: Promotional video 60 
Figure 3.32: Photographer during Let's read together for 10 minutes 61 
Figure 3.33: During Let's read together for 10 minutes 61 
Figure 3.34: Choir performance during Women's Day 62 
Figure 3.35: Choir performance Let's Read Together for 10 minutes 63 
Figure 3.36: Picture with deputy director Mr. Hamdan during lftar PPANS 64 
Figure 3.37: Picture with Mr. Rizwan during lftar PPANS 64 
Figure 3.38: Poster of my event 65 
Figure 3.39: Quivervision 67 
Figure 3.40: Quivervision Application 68 
Figure 3.41: Workflow during 3D Colouring Competition 69 
Figure 3.42: Practice read together for 10 minutes 70 
Figure 3.43: Participants that joined 3D Colouring Competition 70 
Figure 3.44: 3D Colouring contestant 1 71 
Figure 3.45: 3D Colouring contestant 2 71 
Figure 3.46 3D Colouring contestant 3 72 
Figure 3.47: Workflow during Spelling Bee Competition 74 
Figure 3.48: Giving instruction to all participants 75 
Figure 3.49: One of the group during Spelling Bee Competition 75 
Figure 3.50 First place of Spelling Bee 76 
Figure 3.51: Second place of Spelling Bee 76 
Figure 3.52: Third place of Spelling Bee 77 
Figure 4.1: Application skills 78 
Figure 4.2: Lesson learnt 82 

viii 



LIST OF APPENDICES 

Appendix 1 : Industrial training placement letter 90 
Appendix 2: Letter of acknowledgement from PPANS 91 
Appendix 3: Trainee attendance in March 92 
Appendix 4: Trainee attendance in April 93 
Appendix 5: Trainee attendance in May 94 
Appendix 6: Trainee attendance in June 95 
Appendix 7: Trainee attendance in July 96 
Appendix 8: Picture together with Menteri Besar of Negeri Sembilan 97 
Appendix 9: Picture together with wife Menteri Besar of Negeri Sembilan 97 
Appendix 10 :Picture together with director PPANS 98 
Appendix 11: Picture together with all staff PPANS 98 

ix 



CHAPTER 1 

1.0 Introduction 

The subject of industrial training (IMC690) is a mandatory course for all degree students 

of Bachelor Degree of Information Science (Hons) Library Management (IM244) to 

complete their degree. For this subject, students need to finish and complete their 

industrial training for five months in organization that selected by students. The industrial 

training is providing pre-professional work experiences with specific assignment and 

responsibilities. 

This subject involves 480-hour work placement equivalent, paid or unpaid, situated 

at an industrial site, working under supervision of an experienced Information 

Professional. The students are being able to choose any library agencies for industrial 

training placement. During the industrial training, the student need to contribute to the 

activities, production and responsibility of the workplace and to meet the same demand 

of work production and responsibility expected by the organization of its regular 

employees. An industrial training programmed is relevant to a personal career interests 

and improved their marketability after graduation. 

Objectives of the Industrial Training 

• To provide pre-professional work experience with specific assignments and

responsibilities.

• To encourage/stimulates a personal career interests, serving as a bridge

between university and the world of work. To help students improve their

marketability after graduation.

• To encourage students to apply the skills and knowledge gained at the university

to benefit the organizations.

• To adapt managerial and technical skills in a library and information environment.
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roof. It can only seat about 50 seats and can accommodate a total of 10,000 copies of 

the book only. The building has been demolished and its former site has been developed. 

Starting with the Sir Hendry Gurney Library, PPANS moved and occupied the Old 

Negeri Sembilan State Secretary Building located at Jalan Dato 'Hamzah in 1987. The 

project to renovate this building was started on 29 March 1988 with an allocation from 

the Federal Government through the National Library Department of Malaysia. and was 

completed in May 1989, while services to the public began to be provided in August 

1989. 

State Library Building in Jalan Dato 'Hamzah to maintain the building as a Heritage 

Building, Negeri Sembilan. In this regard, the State Government has placed PPANS in 

the Wisma Umno Building as a Temporary State Library Building, PPANS. Through the 

allocation of the Negeri Sembilan Government, the work to renovate the Wisma Umno 

Building to be the State Library cum PPANS administrative center was completed on 11 

January 2007. Starting on 11 January 2007, PPANS also moved to the Wisma Umno 

Building while the State Library Building in Jalan Dato ' Hamzah was officially handed 

over to the SUK, Negeri Sembilan on 29 January 2007. The State Library Service at 

Jalan Dato 'Sheikh Ahmad started operating on 2 April 2007 until now. 

This building is located in a strategic location in the heart of Seremban and is able 

to attract people to come to the library to enjoy the facilities provided. The State Library 

consists of three floors, namely the Ground floor, the Mezzanine floor and the First floor. 

The ground floor space houses a Children's Zone (special services for children) of 

6,597.74 sq ft and it is expanded with a Mezzanine floor of 5,174 sq ft to accommodate 

the PPANS Administrative Center, while on the First floor is an Adult Zone reserved for 

adult visitors of 13,362 kip. It was found that the response and visits from the public were 

more encouraging when PPANS was relocated to the Wisma Umno Building due to its 

strategic location. 
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1.2 Organizational Structure 
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Figure 1.2 

Organizational chart 

4 



1.3 Logo 

Figure 1.3 

Logo PPANS 

This LOGO symbolically reflects the image of people who are diligently reading in line 

with the function of this library to encourage the public to be interested and inclined to 

read. In the design of this logo, there is also the prefix of the Jawi letters 'pa', 'pa', 'alif, 

'nun', and 'sin' which is the prefix of the letter on the word Perbadanan Perpustakaan 

Awam Negeri Sembilan. The logo uses three colors, red, yellow and black; the colors 

found on the flag of Negeri Sembilan. There is a red circle to symbolize the function and 

purpose of this library that it is a center of knowledge 

1.4. Vision 

A leader in excellent library services, especially for the people of Negeri Sembilan. 

1.5 Mission 

i. Perbadanan Perpustakaan Awam Negeri Sembilan is committed to

strengthening library services and collections as well as encouraging the

systematic development of local digital content.

ii. Provide efficient and friendly services and meet the needs of the users

iii. To be a center of excellence in knowledge for Negeri Sembilan.
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Figure 1.11 
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Figure 1.20 

E-Sport

Figure 1.21 
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x. The library has the authority to withdraw library items such as books etc. from

users who violate library laws. These people are not allowed to enter the library.

xi. Library officers have the right not to allow the entry or exit of users who behave

indecently.

xii. The facility to use the library will be revoked if a person fails to comply with the

above laws.

xiii. Every person who is in any part of the library is guilty of an offense if he does the

following:

• Behaving inappropriately

• Wear revealing and indecent clothes

• Gambling or betting

• Doing violence or using harsh language

• Those who continue to be in the library even though the library has been

closed.
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CHAPTER 2 

2.0 Organizational Information 

In Perbadanan Perpustakaan Awam Negeri Sembilan, they have 10 departments led by 

a leader and followed by their staffs. 

2.1 Departmental Structure 

2.2 Department Function 

2.2.1 Client Unit 

Figure 2.1 

Departmental structure 

Client Unit is a unit under the supervision of the Customer Department and is led 

by an Assistant Librarian. Client unit serves to provide library services to the 

customers and user. Moreover, it also to hold programs and activities for 

promoting the library and increasing the number of the library members in the 

PPANS, Seremban. 
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Objectives: 

1. Provide a cheerful, clean and comfortable counter service.

2. Provide courteous and friendly consumer service to meet the needs of

consumers in the search for information needs and deliver efficient,

technological and quality services.

3. Reorganization of workspace and conducive counter environment.

4. Create a new image at the counter service.

Contact Information: 

Puan Wan Nurul lzzatie binti Wan Ibrahim 

Contact No.: 06-763 5989 I 762 1308 

Fax: 06-763 5944 

Email : wnizzatie@ns.qov.my 

2.2.2 Acquisition Unit 

Perbadanan Perpustakaan Awam Negeri Sembilan Darul Khusus is the heart of 

development of library collections through the acquisition of materials through 

purchases and donations. This division acts as the main planner towards 

increasing the source of information to the community to create a society full of 

knowledge and information. 

Objectives: 

1. Coordinate and manage financial allocation for the procurement of

collection materials.

2. Develop collection materials based on current standards.

3. Track and obtain collection materials through purchases and donations

under the PPANS Collection Material Selection Policy

4. Documenting collection materials as well as controlling built-in power

files.
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5. Manage the Database for the acquisition and cataloging of collection

materials.

6. Improving the delivery & service of information about the state.

Functions: 

1. Identify, track and recommend a collection of materials that meet

customer needs throughout the PPANS service

2. Manage the process of purchasing PPANS collections

3. Manage the inventory of PPANS collection

4. Manage subscriptions to serial publications

5. Manage the book donations received from institutions and external

departments.

6. Manage the binding of serial publications of the State Library

7. Manage donation books in donation boxes

8. Manage the cataloging of books donated by external departments.

Contact Information: 

Puan Norhadilah Bt Mat Din 

Contact No. : 06-763 5989 I 762 1308 

Fax: 06-763 5944 

Email : perolehankns@gmail.com 

2.2.3 Catalog Unit and Development Collection 

Catalog unit and development collection processes collections at the PPANS 

either through purchase or donation. In addition, this unit is responsible for 

managing the statistics of collection and the distribution of collections to the entire 

service network of Perbadanan Perpustakaan Awam Negeri Sembilan. 
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Objectives: 

1. Develop collection materials based on current standards

2. Catalog, classify, input data, and process collection materials according

to appointed standards.

3. Documenting collection materials as well as controlling built-in power

files.

4. Manage the database for the acquisition and cataloging of collection

materials.

5. Ensure that library collections that are completed in the process are

distributed according to the time decided.

Functions: 

1. Receive, review and handle newly received materials from the Unit

Perolehan for processing.

2. Make a classification of materials received from the Unit Perolehan

according to the category.

3. Enter and maintain data in the library management system (CLM)

continuously to ensure that the data entered into the system complies with

the requirements of international standards.

4. Make and print call numbers for the purpose of pasting in the sections

that have been classified.

5. Check call numbers before being sent to the shelves or to the branch/rural

library.

6. Stamp the location of library materials before distribution.

7. Make the distribution of materials throughout the service network.

Contact Information: 

Puan Norhayati Bt Ismail 

Contact No: 06-6477677 
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PPANS and is led by Assistant Administrative Officer N29, an Administrative 

Assistant PTPO N19, an Assistant Librarian N22, an Assistant Librarian N19, a 

Public Assistant N11 has two N11 Operations Assistants and also comprises of 

four N 11 Drivers. 

Vision: 

To ensure that the administrative unit provides quality and excellent services in 

the administrative management of PPANS. 

Mission: 

Provide efficient, accurate and orderly organizational management services 

actively. 

Objectives: 

1. Provide and implement an efficient and effective administrative

management system in human resource management matters.

2. Have skills in managing all administrative matters.

3. Ensure that service profile data and personal record profiles of PPANS

staff through the HRMIS application are always updated.

Functions: 

1. Manage and control personal administration files and HRMIS database

2. Manage and coordinate the main meetings of the department. (PPANS

Board Meeting, MBJ, JITU, Management)

3. Organize and coordinate course training programs organized by the

Administration Unit for staffs

4. Take action on the instructions of the Circulars distributed and adopted

by the government and departments.

5. Prepare Laporan Nilaian Pretasi Tahunan (LNPT) for PPANS staff.
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Contact Information: 

En lskandar Bin Haji Ismail 

Contact No.: 06-7635989 / 7621308 

Fax: 06-7635944 

2.2.10 Reading Movement Unit 

Reading Movement Unit is responsible for implementing the main programs of 

the Perbadanan Perpustakaan Awam Negeri Sembilan such as the Negeri 

Sembilan Book Fair, Program Jorn Baca Bersama for 10 minutes and the 

Independence Month celebration program and so on. This unit also coordinates 

the Program Galakan Membaca in 86 library networks in Negeri Sembilan and 

field programs as well as coordinates the Pinjaman Buku Berkelompok. 

Vision: 

Offering Library Services through continuous Galakan Membaca programs at all 

levels. 

Mission: 

Implement the Galakan Membaca program comprehensively covering all library 

networks through the cooperation of all government and private agencies in 

implementing the Galakan Membaca Program in Negeri Sembilan. 

Functions: 

1. Plan and manage Galakan Membaca programs that affect the

community.

2. Organize field programs such as the Program Sayangi Perpustakaan,

Program Jejak Maklumat and promote U-Pustaka Services to schools,

IPTA, IPTS and government and private agencies throughout Negeri

Sembilan.
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CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES 

3.1 Training activities 

On 1st March 2021 which is Monday, the practical students are instructed to report on 

duty at the library at 8.30 am. Mrs Rohainiza Mohd Khalid was in charge for practical 

student has given short briefing to all trainees. She warmly welcomed us to the library 

and explained about the library and then we were given a tour around. After that, we 

were told to go to our respective department that has been assigned to us and start 

working. The table below is the table for industrial training that has been set by the library 

for practical students. 

Table 3.1 

My original schedule for Industrial Training 

DATE DIVISION/ UNIT OFFICER 

1 March -14 March Media Unit Mr. Mohd Rizwan Bin Mohd 
Yusof 

15 March -21 March Reading Movement Unit Mr. Zainuddin Bin Zailan 

22 March - 28 March Corporate Unit Mrs. Siti Norsariza St Mat 
Rashid 

29 March -25 April Catalog Unit Mrs. Norhayati St Md Din 

26 April -23 May Client Unit Mrs. Wan Nurul lzzatie St 
Wan Ibrahim 

24 May-20 June Acquisition Unit Mrs. Norhadilah Bt Md Din 

21 June -4 July Financial Unit Mr. Muhammad Norfaiz Bin 
Azmi 

5 July -18 July Information Technology & Mr. Shahril Fahrney Bin 
Communication Unit Noordin 

19 July -25 July Administration Unit Mrs. Suhaila Bt Abu Samah 

26 July -31 July Maintenance Unit Mrs. Berdiana Bt Ibrahim 
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Figure 3.6 

Testing sound, lighting, camera 

3.1.3 Reading Movement Unit 

On March 16 until March 18, I was transferred to the "Reading Movement Unit". 

The head of my unit at that time was Mr. Zainudin. Mr. Zainudin has explained 

the function of this unit is to plan and manage all activities planned by the 

Seremban State Library, Branch Public Library such as Rembau, Tampin, 

Jempol, Jelebu, Kuala Pilah, Port Dickson and Gemas and also Desa Library 

under PPANS. In this unit, I was given the task to key-in and update the calendar 

of PPANS activities and events of 2020 that had been held. Other than that, I was 

also given guidance on how to create a paperwork and needs to be followed the 

format in order to plan any activities to be done in PPANS. Once the process of 

this paper is completed, it requires confirmation from the Director, Deputy 

Director as well as the head of the "Read Movement Unit" before being approved. 

Any activity to be carried out takes 2 weeks before it is approved and every library 

under PPANS must send a proposal for an activity or event between the 1st to 

the 10th of each month. 
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Figure 3.7 

My paperwork completed under assistance of Mr Zainudin 

Figure 3.8 

Activity under Reading Movement Unit 

3.1.4 Financial Unit 

I was assigned by Mr. Faiz to make photocopy of employee financial slips one by 

one from Microsoft Excel. Then, after it was printed, I had to compile and file it. 
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Figure 3.10 

With the staff of PPANS 

3.1.6 Catalog Unit 

On 30 March, I was placed in Catalog unit. The head unit of catalog is Mrs, 

Norhayati. Mrs. Norhayati gave a description of the tasks that need to be done in 

the catalog unit, such as cataloging, book stamping, sorting, distribution and 

others. 

, 

Catalog 

Distribution 

Print call number 
and barcode 

Sorting by branch 
library 

Stamp book 

Label call number 
number on the 

book spine 
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Catalog materials 

Figure 3.11 

Steps of processing library materials 

Figure 3.12 

Cataloging process 

For cataloguing purposes, Perpustakaan Awam Negeri Sembilan employs the 

Clarice Library Management (CLM) system. For bibliographic record purposes, 

they use two types of catalogues: original cataloguing and copy cataloguing. 

Copy cataloguing is simple because it only requires referring to another library to 

perform the process of copying (copying) the bibliographic data of a book, which 

can then be used for the purpose of library catalogue services. The National 

Library of Malaysia, OCLC, and WorldCat is a place that must be referred and 

consulted for copy cataloguing. As a result, during the material catalogue 

process, it is critical to ensure that the information is correct based on the 

established standards in order to avoid errors. If there is an error, the user will 

not be able to find the material based on their search. 

47 



....... 

�-moton) 

lldiicivl � (USS2) 
111:,t\>ty(IUlOJ 
=-=-u.ctwltll0f41) 

l'vlMlnllOll'l'Uf� 

l020-2C2\'l(Utff) 
2010-201,(U� 
1000·?009(:USIU) 
l9"•1ffl(U7'11) 
lffl·1Mt(1Ul0) 
...,. __ . 

�WorldCaf 

Illl:..Llll!.a!Y..ill! 

l'.ffulttltol0ol860584 IJ 

Se1rchresututooL,ar�to1ddaU1ocart. 

0 

0 

Hao Sheng Huo Shi Zheng LI Chu Lal De/ by Sha YillO: translared by Hao XlilO Yu 
5h11, Yao 
CallN1N11Mt' 6'11.ISH,t, 
Alllhof' st>a,VH,tutl'lor, 
1'11bllstler Jt1n;S-lt!lQllu1ngwtnW"1<'™b111th1, 
Yur 1019 

wau Tti!dlslonal Malaysla: fl!knlkal ll Syar.n-syarilt Pertandlll!JiUI I DATO' IIJ A RAHIM 

��.!� b��
N

Ac1��1��
H

P��
1

:e���1���'1��ae����"rla'�h �,�t�h�:i:1�1i1:I ��'!t'r;:'��':;����· 
Alur AZyyatl blnll Abd. Mi!llk 
A. Rahim HJ. Nm, Dato' 
C1IIH11mber 706.l51'109S9SARM 
Author A.!whimNJ.Nln, 0.10',1ulhor. 
l'11blhhat M1J[lt�d1rtnP1tlrGudtng, 
'f'IU {lOlPJ 

Figure 3.13 

OPAC National Library of Malaysia 
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Figure 3.14 

WorldCat 

Print call number and barcode 

After cataloguing the materials, it is necessary to print call numbers for the 

purpose of pasting on a classified section. The Dewey Decimals Classification 

(DOC) is the classification used by PPANS. To print the call number, enter the 

title of the book in the search section and obtain the accession number from the 

inventory. The call number can be printed after obtaining the accession number. 
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Furthermore, the barcode label must be relocated in accordance with the location 

of the library branch that has been specified. 

Figure 3.15 

Key in to print call number 

Figure 3.16 

Key in to print barcode 

Stamp books 

The stamping on a book is done in such a way that it is easily visible and cannot 

be easily erased or torn. The following locations must be stamped: 
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consultation from Mrs. Hadilah and the director of PPANS, Mrs. Jamilah. After 

getting confirmation from them, then I can post to social media. 

r+ Perpustakaan Negeri Seremban v 

22 

Q 

Local order 

«rppans2020 

88 95 

Edit profile CJ 

a
• 
-

... 

Figure 3.18 

Promotion video at TikTok 

Often, the library will work with the approval plan vendor and specify the types 

and categories of materials the library wants to acquire. After getting approval, 

then acquisition unit can make a local order. So I was assigned to create a local 

order for book purchasing and key-in into the system. This local order is from a 

selected external supplier or vendor and has been approved by superiors in 

supplying books for the Perbadanan Perpustakaan Awam Negeri Sembilan. 
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Catalog book donation 

I was assigned to catalog donation books into the CLM system. The process of 

cataloging these donated books is the same as in the catalog unit through two 

ways either original cataloging or copy cataloging. After cataloging, print the 

barcode label and paste. 

3.1.8 Client Unit 

Newspapers Cutting 

Figure 3.19 

Newspaper cutting 

In client unit, I was given the task to do newspaper cutting from certain 

newspapers such as The Star, Utusan Malaysia, Metro, Serita Harian, Chinese 

newspapers and others. These newspapers were cut according to the month in 

which they were collected. For example, in The Star newspaper, only articles with 

issues that occur in Negeri Sembilan will be cut. This cut newspaper will be 

affixed on a4 paper then will be filed. 
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Pre -School Visit 

PPANS assigned me as a library staff representative for the Pre-school 1PM 

Negeri Sembilan Visit Program to Library. This is an activity that aims to expose 

them to how to be in the library as well as expose them to the rules while in the 

library. This visit is consistent with the teaching and learning strategy, as it can 

encourage children to visit the library on a regular basis and explore the 

resources available. The library also offers activities for children, such as 30 

colouring and a library tour. A total of 20 children were involved in this activity. 

Figure 3.20 

With children from 1PM Negeri Sembilan 
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Figure 3.28 

Basket craft activity 

Figure 3.29 

Kiddies Cookies Hari Raya 
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Choir performance 

Figure 3.34 

Choir performance during Women's Day 

While undergoing an internship at PPANS, I was involved in choir performances. 

I have been entrusted by Mr Hamdan and Mr Zainudin to be the choir leader to 

lead the performance. This choir group consists only of practical students. We 

were instructed by the PPANS director to perform a choir by singing Wanita by 

Salamiah Hassan for the Women's Day Celebration on 15 March 2021. The 

choir's singing was performed in front of the wife of the Menteri Besar of Negeri 

Sembilan who was an important VIP in the celebration. 
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Figure 3.36 

Picture with deputy director Mr. Hamdan during lftar PPANS 

Figure 3.37 

Picture with Mr. Rizwan during lftar PPANS 
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CHAPTER 4: INDUSTRIAL TRAINING REFLECTiON 

4.1 Application of knowledge, skills and experience in undertaking the task 

(Knowledge gain) 

Q ______ c_a _t a_ l o_ g_ i _n g_s k_ i l_ ls _____ �
Q _______ ln_ t_e_ra_c_t _io _n _s_k _i l_ls _____ ____,
Q ______ c o_ m_m _u_n_ ic_ a_t _io _n _s_k _il_ls ____ _
Q ______ o_r_g _a n_ i_za_ t_io_ n_ a_l_s _k i_ l ls _____ �
Q _____ c_r_e_a t_iv_ e_t_ h_in_ k_ i _n g_sk_i_l ls ____ ___,
Q _____ ln _fo_ r_m_ a t_io_ n_s _e a_ r_c _h _in _ g_ s_k_i l_ ls ___ ____,

Figure 4.1 

Application of skills 

a) Cataloging skills

The most valuable experience I gained during industrial train ing was cataloguing,

where I was able to apply what I had learned from diploma to degree while at 

university. Students at the un iversity have learned abo ut the scope of cataloguing

theoretically and only through exercises, but they have not had the opportunity to 

gain real-world experien ce. So, while receiving staff tasks to create a catalogue,

this made it easier for me to understand the work being done. I was required to 

enter the bibliographic information into the library system database i.e. the

system CLM using the techniques I learned. This is because practical students

already have knowledge of this job while studying the subject of computerized 

cataloging in semester 6. 
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CONCLUSION 

In conclusion, during my five months of industrial training at the Perbadanan 

Perpustakaan Awam Negeri Sembilan, my overall experience of doing this industry 

training was very enjoyable and amazing. Despite the fact that Covid-19 and need to 

work from home is quite challenging but the trainee is able to do the job well. To be 

honest, I can't imagine myself as a librarian, but here I'm learning a lot about the 

environment and scope of librarians. Trainees have also gained hands-on experience in 

each unit of the Perbadanan Perpustakaan Awam Negeri Sembilan. 

Furthermore, I believe that this industry training is beneficial to students because 

they are able to apply theoretical knowledge from class. This demonstrates that we truly 

understand what we are learning, as well as our ability to improve knowledge during 

industrial training that cannot be obtained during lectures. This training helped me a lot 

in terms of developing and improving some of my abilities in cataloguing, interpersonal 

skills, management, and understanding how libraries and others work. From there, I grew 

more self-assured and optimistic about the real-world work environment. 

Finally, to be a librarian, I hope I can become one that can fulfill the user's needs, 

attract more users and generate ideas for the development of the library I will be working 

· with. This information and experience will be saved as a memory and used as a guide in

the future.
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Appendix 1 

Industrial training placement letter 

PERBADANAN PERPUSTAKAAN AWAM 
NEGERI SEMBILAN DARUL KHUSUS 
Jalan Persiaran 52 82, Seremban 2 Telefon 0&-763S989l06-762130 

Faks 06-763 5944 
70300 Seremban Portal Rasmi www.nslibrary.gov.my 
Negeri Sembilan Darul Khusus E•mel ppans@lns.gov.my 

Bil Surat Kami :PPANS/608 ADM/45.2. JLD 8 (us-) 

Tarikh : 19 Februari 2021 

Dekan 
Unitversiti Teknologi MARA 
Cawangan Negeri Sembilan • Kampus Rembau 
71300 Rembau 
Negeri Sembilan 
(u.p: En. Mohd Falzal bin Mohd Ramsi) 

Tuan, 

PEMOHONAN PENEMPATAN LATIHAN INDUSTRI SARJANA MUDA SAINS 
MAKLUMAT (KEPUJIAN ) PENGURUSAN PERPUSTAKAAN 

Dengan segala hormatnya merujuk kepada perkara di alas. 

2. Sukacita dimaklumkan bahawa pihak pengurusan Perbadanan Perpustakaan
Awam Negeri Sembilan bersetuju menerima permohonan pelajar bagi menjalankan
latihan industri Sarjana Muda Salns Maklumat (Kepujlan) Pengurusan
Perpustakaan di Perbadanan Perpustakaan Awam Negeri Sembilan (PPANS) pada
1 Mac 2021 hingga 31 Julai 2021.

3. Pelajar tersebut adalah seperti berikut :

i) Numidayani binti Kafri
ii) Nik Nursyazwani binti Nadzri

4. Untuk makluman, pihak kami tidak menawarkan pembayaran elaun kepada
pelajar latihan industri. Sebarang maklum balas mengenai penerimaan atau penolakan
permohonan lni , sila kemukakan kepada pihak Perbadanan Perpustakaan Awam
Negeri Sembilan (PPANS ) 14 hari dari tarikh penerimaan surat ini.

Sekian, terima kasih. 

"PRIHATIN RAKYAT: OARURAT MEMERANGI COVID-19" 
"BERKHIDMAT UNTUK NEGARA" 
"BERSIH. MUAFAKAT. SEJAHTERA" 

Saya yang menjalankan amanah 

(BERDIANA �RAHIM) 
b.p: Perbadanan Perpustakaan Awam
Negert Sembllan Darul Khusus

,ANGSAMEMBACA MALAYSIA BERJAYA• 
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Appendix 8 

Picture together with Menteri Besar of Negeri Sembilan 

Appendix 9 

Picture together with wife Menteri Besar of Negeri Sembilan 
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Appendix10 

Picture together with director PPANS 

/ 

Appendix 11 

Picture together with all staff PPANS 
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