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ABSTRACT

This industrial training report consists of four chapter which are Introduction,
Organization Information, Industrial Training Activities, and Conclusion.
Chapter 1 consists of Background of the Organization and Organizational
Structure. Chapter 2 consists of Departmental Structure, Department Function.
Chapter 3 consists of Training Activities and Special Project. Chapter 4 consists
of Application of knowledge, skills and experience in undertaking the task
(Knowledge gained), Personal thoughts and opinion, Lesson learnt, and
Limitation and recommendation. Industrial training is a compulsory subject
taken by students of the information management faculty. Students are
required to undergo industrial training for 5 months starting from 1
September 2021 to 31 January 2022 either in government or private
departments. The organization chosen by the trainee is Perbadanan
Perpustakaan Awam Pahang (PPAP). PPAP is a public library that offers
complete services and facilities for users. During the five months industrial
training, the trainee gets the opportunity to learn how to communicate
properly, be able to add knowledge in various fields and feel real experience
in the workplace.
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1.1

CHAPTER 1 INTRODUCTION

Introduction

Faculty of Information Management, Universiti Teknologi Mara (UiTM)

has set all students in this major to undergo industrial training to complete the

education syllabus which is the subject of IMC 690. All students are required to

undergo industrial training either in the government industry or private industry.

This industrial training can provide real experience and a clear picture to students

about the real situation in the workplace. During industrial training, students are

expected to participate in workplace activities and match the organization's

demand for work productivity. Students are required to undergo industrial training

for 5 months and present their findings, knowledge and experience during the

industrial training after completing the industrial training later. Industrial training

has several objectives:

To provide pre-professional work experience with specific assignments
and responsibilities.

To encourage or stimulates a personal career interests, serving as a
bridge between university and the world of work.

To help student to improve their marketability after graduation.

To encourage students to apply the skills and knowledge gained at the
university to benefit the organization.

To adapt managerial and technical skills in a library and information

environment.



1.2 Background of the Organization

PERBADAMAN PERPUSTAKARN AWAM PARAND

Figure 1: Logo of Perbadanan Perpustakaan Awam Pahang
(PPAP)

Perbadanan Perpustakaan Awam Pahang (PPAP) was established under
Enakmen Perbadanan Perpustakaan Awam Pahang 1973 and has been gazetted in
warta kerajaan No. 11 of 1973 on 4 October 1973. In 1976, PPAP commenced its
operations in the Rumah Rehat Lama in Jalan Masjid, Kuantan before moving to
the old building Dewan Undangan Negeri in Jalan Gambut on 28 October 1987 and
was inaugurated by Kebawah Duli Yang Maha Mulia Sultan Pahang, Sultan Haji
Ahmad Shah Al- Musta'in Billah Ibni Al-Marhum Sultan Abu Bakar Ri‘ayatuddin
Al- Mu'adzam Shah.
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Figure 2: Old building of PPAP



The Pahang Public Library has relocated to a new location in Lot 10, Jalan
Kemunting, Kuantan. These 12,000 square metre structures stands in front of MPK
4 Field, near the entrance to Kuantan City, as a symbol of Pahang State's amazing
knowledge. Hospital Tengku Ampuan Afzan, schools primary and secondary,
Kuantan Town Council headquarters, and Seri Kemunting residential area are all

located in this new site, which is quite near to the area of facilities and public focus.

'3( A // /”l'

Figure 3: New building of PPAP

Since then, library services have expanded to all 11 Districts in Pahang with
the establishment of District Libraries, Branches, Mobile Libraries (Pinjaman
Kelompok) and Rural Libraries. To date, PPAP has 1 State Library, 10 District
Libraries, 2 Branch Libraries, 28 State Rural Libraries, 32 PNM Rural Libraries, 1
Multimedia e-Pustaka Mobile Bus Unit and 7 Mobile Library units that currently
run Pinjaman Kelompok services. groups in rural areas throughout the State of
Pahang.



1.1.1 Vision and Mission
Vision
To be a Lifelong Learning Center to Build an Excellent Society
Mission

I.  Provide complete, conducive and excellent library infrastructure and
services

Il.  Creating a knowledge-cultured society through planned programs
and building library staff

1. Dignifying the State Intellectual Heritage Center

1.2.1 Client Charter
Reader Advisory Services
I.  Provide a comfortable reading environment for users.

Il.  Willing to help users find and obtain information.

1. Provide a collection of quality library materials.

Service Counter

I.  Provide efficient and friendly counter service.

Il.  All completed applications for library membership registration will
be completed in less than 5 minutes.

1. The process of borrowing and returning reading materials is
implemented in less than 5 minutes.

1.2.2 Library Operations Hour

Day Hour
Monday-Thursday 9.00 a.m.- 5.00 p.m.
Friday 9.00 a.m. -12.00 a.m.
2.30 p.m. - 5.00 p.m.

Saturday, Sunday & Public Holiday Close

Table 1: Library Operations Hour



1.2.3 Library Services

Membership

Category Fee (RM) / Year

Citizens Adult 10.00

Kids 10.00

Non-citizens Adult 20.00

Kids 20.00

Table 2: Library membership fee
1.2.3.1 Loan

All users who are PPAP members can borrow books available in the children’s
library section, Pinjaman Umum and Fiksyen. The maximum number of books that
can be borrowed is five books only for 2 weeks (14 days). Borrowers can extend
their loan dates by coming in person to the counter, or over the phone or online.
Loan extension can be made if the book is not booked by another user and is only
allowed once for another 2 weeks (14 days). Borrowers who miss the return date,

lose or damaged book will be fined as follows:
Late return: RM 0.50 / day

Book damage /missing / not returned: Payment according to the original price of
the book



1.2.3.2 Online Services

Advanced search | Authority search | Tag cloud | Subject cloud | Purchase suggestions | Libraries

[ Normal view B MARC view £ 1SBD view

=Browse results

Sharing and caring / Josephine
By: JosephineQ

«Previous Back to results Next»

& Print

= Add to your cart

1 Suggest for purchase
# Unhighlight

& Save record ~

o Login o 204 tags. Q More searches -

share &4 f in W

Holdings (4) Comments (0)

Ttem type Status Date due Ttem holds

badanan ( 428.6 05
L} Book Perpustakaan Awam sheif)
2

Figure 4: PPAP web OPAC

At PPAP also provides online services through the PPAP web OPAC. Users can
search for the desired book title on the Web OPAC before making a loan. Search
via Web OPAC will facilitate the process of finding books on the bookshelf once
the user has known the call number of the book. Users can also know the status of
the book whether available or unavailable. Users can also make reservation the
desired books via Web OPAC and the library will keep the books booked by users
within 3 days.

1.2.3.3 U-Pustaka

PPAP also provides u-library services to users. U-Pustaka is a digital library that
has been introduced by the National Library of Malaysia (Perpustakaan Negara

Malaysia) that can be accessed by its members for free anywhere and anytime
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Figure 5: U-Pustaka Portal

through the U-Pustaka Portal. U-Pustaka membership is free to all Malaysian. All
members can borrow physical book as well as digital book from 12 u-pustaka
consortium libraries and send them home by using Pos Laju service. U-Pustaka also
provides free access to digital materials such as audio books, magazines, journals,

electronic newspaper, database services and government publications.

1.2.3.4 Pinjaman Kelompok

Pinjaman Kelompok services has been introduced by PPAP since 1995. To date,
this service consists of 139 memberships comprising government departments,
private organizations, associations, clubs and societies. The purpose of these
pinjaman kelompok was to provide support and encouragement to government
departments, private organisations, associations, clubs, and societies that are always
working to create public reading facilities. Furthermore, to assist in the
diversification of the collection of reading materials available in small reading

rooms/libraries that lack sufficient reading resources.

Collection in Pinjaman Kelompok:

I.  Collection from open shelves available at PAD / PAC
[l.  Mobile Bus Service Collection
I1l.  Fiction and non-fiction material in Malay and English

IV. Reading material for various ages, like for children, youth, adults

Quantity / material loan period



Loan quantity Loan period Location
Max 300 books 3 months PPAP
Max 100 books 1 months PAD
Max 100 books 1 months PAC

Table 3: Quantity / Material loan period

1.2.4 Library Facilities

PPAP also provides various facilities for users, among them are:

Facilities

Description

Book café

Figure 6: Book Cafe

Book cafe is a cafe for visitors
and staff to eat and relax. here
there is also a suitable lounge

space for discussions

Book drop machine

] Atg': GELONGSOR BUKU

BOOK DROP

Figure 7: Book drop machine

Book drop machine or mesin
gelongsor buku used to make it
easier for users to return books if
they do not want to return at the

counter.




Self check machine

Figure 8: Self check machine

Self check machine is a machine
that makes it easy for users to
borrow books without having to
deal at the counter. Users only
need to enter the user id and
password before borrowing.

Family Room

Figure 9: Family Room

The family room located in the
children's library is a special
room for a family only. Before
using this room, users need to get
permission from the staff at the
counter and according to the
time limit that has been set.
There are a variety of toys and
books in this room for which are
suitable for children

Bilik Latihan

Figure 10: Bilik Latihan

Bilik latihan on the 3rd floor
provides a conducive space for
staff to conduct activities such as
seminars, motivational talks,

courses and so on.




Lounge table

Figure 11: Lounge table

Lounge tables available in each
loan room such as in general
loan, fiction, reference and
children library become a place
for users to read books while

enjoying the view.

Photocopy machine

Figure 12: Photocopy machine

Photocopy machine makes it
easy for users to print documents
and is available in every service
area such as references, general

loans, fiction and so on.

Lockers located on levels 1 and
2 are provided for users to store
their personal items such as

bags, snacks and drinks.
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Locker

Figure 13: Locker

Toilet Toilets provided for men and
women on each level make it
easy for users to clean
themselves and freshen up.

Musolla Musolla provided for women

and men on every level make it
easy for Muslims to pray and

relax.

Table 4: Library Facilities
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1.3

Organizational Structure

" CARTA ORGANISASI
\\'%‘ PERBADANAN PERPUSTAKAAN AWAM PAHANG

PPAP

Pegavai Tabir (N41/N84)
Murni Wizana

Penclong Pustakawan ($32)
Abmac Nizam

Zaira Mahamad Noor M‘Maria(s“)
UNITPENTADBIRAN & SUMBER MANUSIA

Pemiong Pegawai Tadbir (N23/N32)
Mohd lzz2: Amr

'UNIT RANGKALAN PERPUSTAKAN

it Norbaya Faziarwati ‘Wohd Aseri ey
Armad Az ddin

UNIT KEWANGAN

Ponoleng Pegawal Tadbir (129/K32) UNIT PENDOKUMENTASIAN & TEXNIKAL e UK
Norsuzila Penclong Pustakeuae (S32) LERASI
Penclong Pustakawan (528/532) Tuan Khairul Azhar
UNTTTEXNOLOGI MAKLUMAT Zharfan facskonn(525/52)
sl Ha
Peraleng Pegaval Tadbir (429/N32) UNIT PERPUSTAKARN DIGITAL &
Rosmawatee SUMBER MEDIA

Penclong Pustakawan (523/532) T s i
Mohd Saitul Pesolong Pestakawan (29/532)
Rohaida

Figure 14: Organization Structure of PPAP

Perbadanan Perpustakaan Awam Pahang (PPAP) has six departments which are
Bahagian Khidmat Pengurusan, Bahagian Perancangan Pembangunan &
Korporat, Bahagian Pengurusan & Pembangunan Koleksi, Bahagian Rujukan &
Maklumat, Bahagian Perkohdmatan Perpustakaan dan Literasi and Bahagian

Rangkaian Perpustakaan. Each of this department has two to three units under it.
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CHAPTER 2 ORGANIZATION INFORMATION

2.1 Departmental Structure

BAHAGIAN
KHIDMAT
PENGURUSAN

PEMANGKU PENGARAH
Puan Maria Bipti Hamzah
BAHAGIAN
BAHAGIAN BAHAGIAN
PENGURUSAN BAHAGIAN

wcucn || S reuty
PEMBANGUNAN PEMEANGUNAN MAKLUMAT OAN LITERAS)
DAN KORPORAT KOLEKSI

Unit
m & Unit kewangan
manusia,
Unit teknalogi

. Unit Unit . . Unit Unit gerakan
Unit perelshan. ; i Unit KolgkSi | | peryicatan %
koleksi Tone : DRA&H pahAng pernustakaan

Unit .

Unit

nerRustakaan )

digital dan, R%m'@lﬁt&ll
sHmber media beatit

BAHAGIAN
RANGKAIAN
PERPUSTAKAAN

Unit rangkaian
perpustakaan

Figure 15: Departmental Structure
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2.2 Departmental Function

2.2.1

2.2.2

2.2.3

224

2.2.5

Bahagian Khidmat Pengurusan

This department comes with objective to serve fairly and transparently in
administrative, financial and human resource development matters to support the
main objectives of the organization. This department has three units which are
Unit Pentadbiran & Sumber Manusia, Unit Kewangan, and Unit Teknologi

Maklumat.

Bahagian Perancangan Pembangunan & Korporat

This department comes with objective to plan, manage and implement library
development projects with the cooperation of the implementing department such
as JKR, District Office and others so that the objectives of the organization can be

achieved. A total of 3 staff are working under this department.

Bahagian Pengurusan & Pembangunan Koleksi

This department is headed by Mrs. Zalina binti Ahmad. This department brings
objectives to plan, manage and implement the procurement of quality library
materials and meet the needs of users as well as manage the cataloging of
materials in accordance with the guidelines used to achieve the objectives of the
organization. This department consists of two units, namely Units Perolehan
Koleksi and Unit Pendokumentasian dan Teknikal.

Bahagian Rujukan dan Maklumat

This division was headed by encik mohamad noor bin abd rahman. The objective
of this department is to. This department has three units which are Unit
Perkhidmatan Rujukan, Unit Koleksi Negeri Pahang, and Unit Perpustakaan
Digital dan Sumber Media.

Bahagian Perkhidmatan Perpustakaan dan Literasi

This department was headed by Mrs. Maria binti Hamzah. The objective of this
department is to manage library services including circulation services, reference,
state collection and library encouragement provided to library users in order to

achieve the objectives of the organization. This department consist of three units

14



2.2.6

which are Unit Perkhidmatan Perpustakaan, Unit Gerakan Membaca dan Literasi

and Unit Pembelajaran Kreatif.

Bahagian Rangkaian Perpustakaan

This department was headed by Mr. Ahmad Nizam bin Ismail. This department
comes with objective to manage district library services, branches, villages and
mobile services through the concept of “central monitoring 'in ensuring that the
organization’s objectives are achieved. This department has one unit which is Unit

Rangkaian Perpustakaan.

15



3.1

CHAPTER 3 TRAINING ACTIVITIES

Training Activities

On 1 September 2021, we a total of 8 from Universiti Teknologi Mara
(UiTM) Kampus Rembau have reported as practical students at PPAP for five
months under the supervision of Mr. Mohd Norshazlin. Mr. Mohd Norshazlin
welcomed us in the Bahagian Perancangan Pembangunan & Korporat, then gave
us a briefing on the background of PPAP, departments and units, and the scope of

work in each dpeartments and unit.

In PPAP has 6 departments and we have been divided in pairs and four
people according to department for about 5 - 6 weeks for each department. After
that, Mr. Mohd Norshazlin took us for a library tour to all department and meet all
the staff in the library. After the tour, trainee has been asked to join live or webinar
on the Facebook on titled ‘Bahaya Alam Siber: Lindungi Anak Kita’. Table 3.1

shows the industrial trainee schedule for five months.

16



Date Department/Unit Officer
1Sept—15 | Bahagian Perkhidmatan Perpustakaan | Mrs. Maria binti
Oct 2021 dan Literasi Hamzah
. Unit Gerakan Membaca dan Literasi
Il.  Unit Perkhidmatan Perpustakaan
I1l.  Unit Pembelajaran Kreatif
18 Oct — 26 | Bahagian Rujukan dan Maklumat Mr. Mohamad Noor
Nov 2021 bin Abd. Rahman
1 Unit Perkhidmatan Rujukan
2 Unit Koleksi Negeri Pahang
3 Unit Perpustakaan Digital dan Sumber
Media
29 Nov — 31 | Bahagian Pengurusan dan | Mrs. Zalina binti
Dis 2021 Pembangunan Koleksi Ahmad
. Unit Perolehan Koleksi
Il. Unit Pemdokumentasian dan
Teknikal
3Jan -7 Jan | Bahagian Rangkaian Perpustakaan Mr. Ahmad Nizam
2022 bin Ismail
I.  Unit Rangkaian Perpustakaan
10 Jan — 14 | Bahagian Perancangan Pembangunan | Mr. Mohd
Jan 2022 dan Korporat Norshazlin bin
Sa’adun Nazir
17 Jan—28 | Bahagian Khidmat Pengurusan Mrs. Murni Wizana
Jan 2022 binti Abd. Ghani
I. Unit Pentadbiran & Sumber Manusia,
I1. Unit Kewangan
I11. Unit Teknologi Maklumat
31 Jan 2022 | Bahagian Perancangan Pembangunan | Mr. Mohd
dan Korporat Norshazlin bin

Sa’adun Nazir

Table 5: Industrial Training Schedule
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3.1.1 Bahagian Perkhidmatan Perpustakaan dan Literasi

This is my first department and Fatihah starting from 1 Sept — 15 Oct 2021 (6
weeks). This department is headed under Mrs. Maria binti Hamzah. We were in
this department during the Movement Control Order (MCO), so that not many
outside activities involving the community were done and only online activities.
The work schedule of employees to the workplace is also on a rotating basis. This
department basically manage circulation services, reading encouragement
activities, and reading encouragement activities, activities that involve users and

the community.

3.1.1.1 Unit Gerakan Membaca dan Literasi

This unit is under Mrs. Rosnil Hawa. Under this unit | have learnt on how to do
paper work for program. | have completed four paper works for program Bicara
Karya, Pertandingan Pantun, Pertandingan Video Dialek Pahang, and Program

Fisioterapi untuk Warga Emas.

&

PPAP

KERTAS CADANGAN
BICARA KARYA

Tarikh:
Qkiher 2021
Bnivan;
Perbadanan Pemustabaan Awam, Pahang

Disediakan oleh:

Unit Gerakan Membaca dan Literasi,

Perbadanan Perpustakaan Awam Pahang.

Figure 16: Paperwork Bicara Karya
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KERTAS CADANGAN
PERTANDINGAN PANTUN

TARIKH:
25 Qktoher, 2021 (ISNIN)
ANJURAN:

Perhadanan Permustakaan Awam. Pahang

DISEDIAKAN OLEH:
Unit Gerakan Membhaca dan Literasi,
Perhadanan Permusiakaan Awam. Pahang

Figure 18: Paperwork Pertandingan Pantun

KERTAS CADANGAN

FROGRAM TERAFI DAN PULIH

TARIKH:
18 OKTOBER 2021 (ISNIN)
ANJURAN:

PERBADANAN PERPUSTAKAAN AWAM PAHANG

DISEDIAKAN OLEH:

Unit Gierakan Membaca, dan Literasi,

Perhadanan Peraustakasn fwam Fahang

Figure 17: Paperwork Fisioterapi untuk warga emas
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¥4

N7

PPA

n P

KERTAS CADANGAN
PERTANDINGAN VIDEO DIALEK PAHANG]|

Tarikh:
22 November 2021 (Iznin)
Aniuran:

Perbadanan Perpusiakaan Awam Pahang

Disediakan oleh:
Unit Gerakan Membaca dan Literasi,
Perbadanan Perpustakaan Awam Pahang.

Figure 19: Paperwork Pertandingan Video Dialek Pahang
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Besides that, me and Fatihah have also been assigned to make a video of Buku
Kegemaran Saya (BKS) to be posted on the Official Facebook Perbadanan
Perpustakaan Awam Pahang. The book | have chosen is entitled ‘The Art of
Letting God’.

Bacaan EEAe
Kegemaran Saya '

(BKS)

THE ART OF LETTING GOD

Wan Nur Aisyah binti
Wan Mohd Khatar

Figure 20: Bacaan Kegemaran Saya (BKS)

Other than that, | have also made three posters for Cakna Bahasa and three
posters for Fun Brain Teaser.

= | CAKNA BAHASA
PPAP @@ -
PENGGUNAAN TANDA SEMPANG
SALAH BETUL
awan gemawan awan-gemawan
hambaMu hamba-Mu
tegur menegur tegur-menegur
ulang alik ulang-alik
hormat menghormati hormat-menghormati
keramahtamahan keramah-tamahan
membolakbalikkan membolak-balikkan
menggembargemburkan menggembar-gemburkan
semalaysia se-Malaysia
susup sasap susup-sasap
Yang Dipertuan Agong Yang di-Pertuan Agong
Sater Kotk Lot B [5000). Do P e Dot PAHANG LIBRARY

Figure 21: Poster for Cakna Bahasa
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Brain Teaser 1

I o=
A man pushes his car to a hotel
and tells the owner he's

bankrupt. Why?

Brain Teaser 21 o
What has cities, but

no houses; forests,
M but no trees; and

water, but no fish?

Brain Teaser 12
What five-letter word becomes

Brain Teaser 13

oo

Your parents have six sons including

shorter when you add two letters to it?

Brain Teaser 5
jOoB
POLISH
HERB

What is special about these
words: job, polish, herb?

Brain Teaser 9

A sundial has the fewest moving
parts of any timepiece. Which has
the most?

Brain Teaser 18

Paul’'s height is six feet, he's an
assistant at a butcher’s shop, and
wears size 9 shoes. What does he

you and each son has one sister. How weigh?
many people are in the family?
Source 58 Brain Teasers That Will Leave You Stumped. 2021

(https://www.rd.com/list/brain-teasers/)

Figure 22: Poster for Fun Brain Teaser

I have also created and compiled a calendar activity for Literasi 2022

BULAN/ TEMA AKTIVITI SASARAN CADANGAN TARIKH
UNIT PELAKSANAAN | CATATAN

Relaian Rukun.Iman dan Rukn.lstam [ 7-8 tghun 04.01.20232 UPK 1. hlew year's day

(Jawi)

Gakinabahasa Rermaja/ Dewaza 06.01.20232 LIT

kUt Sunnah Rasululiah. 5.A W 712 tabun. 06.01.2022 UPK
JANUARI

AGAMA (Gerarah)

Eegandingan Azan 8-12 tahun 11.01.2022 UPK

Eenganut agama di Malaysia Remaja / Dewasa 12.01.2022 LIT

Majlis khatam A-Quran 7-12 tahun 13.01.2022 UPK

Laknabahasa Remaia/ dewasa, 17.01.2022 LIT

Tabsinu solat & wudhuk 5-12 tgbun 18.01 2022 UPK

Mengenall tilisan khat: Siri 1 Remaja dewasa. 20.01.20232 LIT

Bacaan kepemaran sava (BHS) 12 tabun keawah [ 20.01.2022 UPK

BKS I Diskusi oL Remaial dewasa. | 26.01 2022 LT

Ravoeran hukuhuku bany Unourn Sepaniang hulan UpP

Januag

Figure 23: Calendar Activity Literacy 2022
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3.1.1.2 Unit Perkhidmatan Perpustakaan

This unit is under Mr. Mohd Aseri. This unit manage library circulation process.
Under this unit | learn the process of Tempah Simpan Buku. The Tempah Simpan
Buku system is used because the library is still not open to users and the public

due to movement control order (MCO).

e PERBADANAN PERPUSTAKAAN AWAM PAHANG

3.
ced s

P ANG TEMPAH SIMPAN BAHAN/BUKU

\\7/./. BORANG TEMPAH SIN
PPAP
T UNTUK KEGUNAAN PERPUSTAKAAN
MAKLUMAT PERIBADI/PERSONAL DETAILS ((For Office Use)
' NAMA/Nome* : - Tarikh Tempah Simpan :
(Seperti di dalam Mykad/Mykid//Sijil Kelahiran/
MyPR/Pasport) Tarikh Luput :

X/NO AHLI/ ID* : Diterima Oleh @ e
ALAMAT TETAP /Address *. (Tandatang

Nama Pegawai :

POSKOD/Postcode™ : BANDAR/Town™ i e i

# NO. TELEFON /Phone Number: o v TR AT
s Pihak  purpustakaan akan menyimpan
g = . = > buku  yang  ditempah simpan oleh

pungguna dalam tempoh 3 hari bekerja
sahaja,

Figure 24: Tempah Simpan Form

Besides that, Mr. Aseri also taught and explained to me how the book drop
machine works starting from the user returning the book until the book is

rearranged on the shelf.

Figure 25: Mr. Aseri explained about book drop machine
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I have also stamped 63 books donated by PPAP.

CINTA

KiTA MAcam

DRPAMA

DALAM Ty,

CUMA...

Figure 26: Stamped book donate by PPAP

3.1.1.3 Unit Pembelajaran Kreatif

This unit is headed by Mrs. Rohaida. Every morning from 8.00 a.m — 9.00 a.m.
all trainee was required to do shelving at children library everyday. Except for
librarians, the library assistant and supporting staff had to follow a morning
routine. Under this unit, | was tasked to create a paper work for Sambutan Hari
Kanak-kanak Sedunia Peringkat PPAP. | have also been assigned to create a paper

and find 20 activities for the Semarak Jawi program.

Figure 27: Shelving at children library
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¥

N7z
AP

PPA

KERTAS CADANGAN
SEMARAK JAWI

TARIKH: NOVEMBER 1021
ANJURAN: PERBADANAN PERPUSTAKAAN AWAM PAHANG (PPAP)

LOKASI: FACEBOOK RASMI FERBADANAN FERPUSTAKAAN AWAM PAHANG

DISEDIAKAN OLEH:
UNIT PEMBELATARAN KREATIF (UFK),
PERBADANAN PERPUSTAKAAN AWAM PAHANG

Figure 28: Paperwork Semarak Jawi

PPAP

PR L A8 TR

KERTAS CADANGAN
SAMBUTAN HARTKANAK-KANAK SEDUNIA

TARIKH:
12 NOVEMBER. 2011
ANJURAN:
PERBADANAN PERPUSTAKAAN AWAM PAHANG (FPAP)

DISEDIAKAN OLEH:
Unit Gerakan Membaca dan Literazy,
Perbadanan Perpustakaan Awam Pahang.

Figure 29: Paperwork Sambutan Hari Kanak-kanak
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| was also attended a meeting of the Sambutan Hari Kanak-kanak committee
members in the main meeting room and has been given the task of making an

animal origami video for Sambutan Hari Kanak-kanak Sedunia in November.

PPAP
MEMO
BAHAGIAN PERKHIDMATAN PERPUSTAKAAN DAN LITERASI
Kepada : Seperti Senaral Scaran
Tarikh s 12 Oklaber 2021
Rujuxan kam i (12} dim PPAPPL(LIT)/2/002 _ld 16
Tuan ¢ Pugn,

MESYUARAT JAWATANKUASA KERJA PROGRAM SAMBUTAN HAR| KANAK-
KANAK SEDUNIA EIL. 112021

Dangzn sagala hornalr ya perkara o) atas diruuk.

2 Suvkacita  dirsklumsan  bahswz Mesyuarat Jawalankuasa Kerja Program
Sambutan Harl Kanak-Kanak Sedunia 2021 akan digdakan saperti ketslsparn barnkul -

Tarikn 2 15 Oktabor 2021 [Jumaat)
Masa : 10.00 pagi
Aplikasi : Gaogle meef (lokast masing-masing)
3. Kefjasama can paratian datipads pihak fuaripuan amal kami hawgsi sera

gicahulul dengsn uzapan |utaan lenma kesin.

Sekian

“PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-18"
“BERKHIDIMAT UNTUK NEGARA™

Sayr yang menjelrrkar emanah

(MARIA BINTI HAMZAH)

Keluy Bahagiz') Perkltidiralan Parpuslakaan
dan | iteras

Perbadanzn PerpLstakaar Awam 2shang

ski  Kela Bzhagien <hudmal Penguiusan
Keh.a Bzhagisn I-|ukan dan NMaklumat

Figure 30: Memo for Mesyuarat Ahli Jawatankuasa Sambutan Hari
Kanak-kanak Sedunia

L

0 &
& 2

Figure 31: Video Belajar Origami Haiwan bersama Kak
Aisyah
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Figure 32: Animal in Video Belajar origami Haiwan bersama Kak Aisyah

Mrs. Rohaida and Mrs. Wati also taught me on how to register new membership
in Koha PPAP library system. Besides that, they also taught me on how to pay
membership fees in Koha and generate a membership fee registration bill in

Express 365.

Circulation  Pations ~ Search | - = Cat  More + INTERNS | Perbadanan Perpustakaan Awam Pahang ~ W Languages ~  Help

Enter patron card number or partal name
ak 0 h a ‘ ‘[;] ﬂj

—‘Semhpﬁtmﬂs Checkout Checkin  Renew  Search the catalog

Home » Patrons

‘ +Newpaton~ || +Quickadd new patron~ || (# Patron lists
Search patrons J

Search for: Br  Book Supplier IHTJKLMNOPQRSTUVWXYZ
INTERN
U-LIBRARY
Search field: 50D
Search type: Inter-Library Loan
KELOMPOK_DAERAH
Patron category: -
Kanak-kanak
Any v .
Dewasa Non-Malaysian
Library: Kanak- kanak Non-Malaysian

Perbadanan Perpustak: v Remaja Non-Malaysian
Search | | Clear Remaja
Staff

System Administrator

i

English | Bahasa melayu

Figure 33: Register new member in Koha
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3.1.2 Bahagian Rujukan dan Maklumat
This is my second department and Fatihah starting from 18 Oct — 26 Nov 2021 (5
weeks). This department is headed under Mr. Mohamad Noor bin Ab. Rahman
This department basically manage reference collection, u-pustaka services, and

others.

3.1.2.1 Unit Pusat Warisan Intelek Negeri (PWIN)

This unit is under Mr. Tuan Khairul Azhar. Under this unit, | have learnt on how
to scan book by using scanner (i2S/CopiBook). | have learned to scan a book with
Mr. Amrul at digitisation room and the selected book is titled ‘Sejarah Awal
Sudirman’. Received a task from Mr. Tuan Khairul Azhar to check spelling and
sentence structure errors in a book related to the music band ‘September 5 written

by Haji Yaakub.

Figure 34: Scanning book (Sejarah Awal Sudirman)
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Figure 36: Book Sejarah Awal Sudirman

INTISARI KANDUNGAN

INTISARI KANDUNGAN |
PRAKATA I
PENDAHULUAN 1
SENI MUZIK AWAL DI KUANTAN 2
PERTANDINGAN BINTANG RADIO (Gambar 5) 7
PERISTIWA HITAM 7
PERKEMBANGAN MUZIK BARAT DAN PENGARUHNYA 8
KEMUNCULAN MUZIK GENRE POP YEH YEH 9
KUMPULAN KUGIRAN YANG DI TUBUHKAN DI KUANTAN, PEKAN, MENTAKAB,

TEMERLOH DAM BENTONG 9
TERTUBUHMYA KUMPULAN ‘SEPTEMBER 5 20
RAKAMAN PIRING HITAM DAN CD 24
HALUAN SENDIRI 24
DALAM KENANGAN 25
BERKARYA DENGAN GENRE MUZIK MELAYU ASLI 25
KUMPULAN MUZIK ASLI ‘GEMALA SARI 27
KUMPULAN MUZIK ASLI ‘QUINTET ASLIAMA’ 28
KUMPULAN MUZIK ASLI TERUNTUM KLASIK 28
KUMPULAN MUZIK ASLI'MAKMUR MUZIK KLASIK' 30
PENUBUHAN PERSATUAN KARYAWAN MUZIK PAHANG 30
PENUTUP 31

Figure 35: Nostalgia September 5' Juara Bintang RTM 1974
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3.1.2.2 Unit Perkhidmatan Rujukan

This unit is under Mrs. Fazilarwati supervision. Throughout my time in this unit
I have been assigned to look after the counter on a daily basis, deal with
consumers, and stamp new newspapers. Mrs. Fazilarwati has given task to scan
and bind newspaper cutting related to the covid-19 vaccine from June to October.
I have scanned the newspaper cutting at Digitization room at PWIN using
CopiBook scanner

w.s‘;zn gubal =
wajibkan valksin

lgﬁre 3. Sbannmg Newspaper cutting
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In this unit also, me and my friend’s rehearsal puppet show for Alia’s special
project at Children Library with Mr. Aseri, Mr. Faizal Ahmad, Mr. Faizal Razak,
Mrs. Wati and others. This puppet shows also for our performance for Program
Seabad El- Doraldo Timur dalam Kenangan at Sungai Lembing. Other than
puppet show, we also practise dancing three songs which is Gemuruh, A Ram

Sam Sam, and Fly for our performance.

ISR
Figure 39: Dancing performance at Sungai Lembing
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3.1.2.3 Unit Perpustakaan Digital dan Sumber Media (PDSM)

This unit is under Mr. Mohd Saiful. | was assigned in this unit started from 15
November until 26 November 2021. This unit offers 3d cinema service, studio
room, teen aspiration room, | Mac and so on. Mr. Saiful has give me a task to
make an Infographic poster related to Internet of Things (IOT). Under this unit

also I have been in charge at the counter service and with the users.

T e
INTERNET OF THINGS s —
i @oT) :
+ The Intemet of Things (10T is & network of i devices,

Tk Gl mmcninany Hrarne: eniaals; st pasple Ut uni e ldamiifiere (Otea?

Abiliyg 4o transter daka w qu or +o
intevaction.

w[‘(l(|<\‘“\

furL co64 rACTs!

GE has predictod the
investments in the IOT
devices will reach o
whooping $60 #ri illion in the
next 15 years

WHAT WILL INTERNET OF THINGS *© w
(10T) LOOK LIKE? =

Cost of

"ur:@,@ WHO WILL BENEFIT?

internet era

IoT is the result of | kind's iosity and i ion to lead a
and i lifestyle, reducing labor and eliminati
the chances of human errors.

EARAZ, AN & NEAL et < F
S, g, S STy, 5 oy
s =)

DISEDIAKAN OLEH:
! WAN NUR asYAH BT wan monp knarar  Panancusrary @) @ © ©

Figure 41: Infographic poster of IOT
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3.1.3 Bahagian Pengurusan dan Pembangunan Koleksi (BPPK)

This department is headed by Mrs. Zalina. | was assigned to this department from
November 29 to December 31, 2021. This department manages the process of
procuring library materials such as books by pasting the acquisition number until
it is arranged on the shelf. This department have two units which are Unit
Perolehan Koleksi and Unit Pendokumentasian dan Teknikal. Among the
activities | am doing under this department are:

Figure 43: | have pasted the acquisition number to be send to
Perpustakaan Desa

i

i
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Figure 42: New book need to be paste acquisition
number
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Mr. Zharfan has given me and Fatihah a task to add new record in Koha in from
many book suppliers such as Nadi Permata Venture, Famous Four, and Pekan
[Imu. Mr. Shaharuddin has taught me how to catalog new books such as add new

&

records and add new items in the Koha system in detail.

Figure 45: Add new record for book from Famous Four supplier

X 42 FAMOUS FOUR 2021.xsx

PEMBEKAL

NO PEROLEHAN

Openwith +

PENGARANG

PENERBIT

HARGA SEUNIT

9789773433222

Tale of prophet Muhammad

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433222

Tale of prophet

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433260

Tale of prophet Hud

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433260

Tale of prophet Hud

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433208

Tale of prophet Noah

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433208

Tale of prophet Noah

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433246

Tale of prophets David and
Solomon

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433246

Tale of prophets David and
Solomon

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433239

Tale of prophet Idris

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433239

Tale of prophet Idris

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433132

Tale of prophet Saleh

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433192

Tale of prophet Saleh

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433291

Tale of prophet Jonah

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433291

Tale of prophet Jonah

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433253

Tale of prophet Moses

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433253

Tale of prophet Moses

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433277

Tale of prophet Joseph

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433277

Tale of prophet Joseph

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433215

Tale of prophets Abraham
and |smael

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433215

Tale of prophets Abraham
and |smael

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433185

Tale of prophet Adam

Muhamad Hassan Abl Dunya

Maktabah Amal

9789773433185

Tale of prophet Adam

Muhamad Hassan Abi Dunya

Maktabah Amal

9789773433697

The Geniuses of Muslims:Al-

Haitham Muhamad Hassan

Arabic Foundation

Figure 44: Book from Famous Four
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| also have got a task from Mr. Shaharuddin to catalog Arabic book.

Figure 46: Arabic book
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| learned to paste call number, RFID tag and colour tagging on the book spine
with Miss Rosilawati and Mr. Zulfazli from Everbest supplier. All the books that
are ready with call number, colour tagging, and RFID tag will be sent to the loan
section (Pinjaman Umum, children library, and fiksyen) to be arranged on the
shelf and ready to borrow. For information, RFID tag must be paste on the last
three printed pages. I also stamped ‘Perbadanan Perpustakaan Awam Pahang’ on
every book as a mark this book is the property of PPAP.

Figure 49: Sending the completed process book to loan section
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Games/toys ..etc

Figure 50: Colour tagging

7 Bahan Na e | ] -
8 | BahanHaram | No.000 - 99 | _ 1A
9 | Koleksi Braile | No. 000 - 999 3R
10 | ASEAN No. 000 - 999 ASE
il Pinjaman Umum @
000 - 999 3)
- Fiksyen Melayu FM
-
Fiksyen Inggeris FI
Fiksyen Jawi F]
Fiksyen Arab FA
Fiksyen Tamil N FT
i i ¥ FC
AT
Koleksi Ulangkaji UKK
2 Rujukan Kanak- | 000 - 999 RK $
kanak
) Pra Sekolah PS
3 Mainan  kanak- -
kanak 000 -999 MK

Figure 51: Stamped book 'Perbadanan Perpustakaan Awam Pahang'

In this department, me and Fatihah also helped Mr. Koh Ah Wah and Mrs. Linda
to tidy up the donation books in the store. Apart from that we also got a task from

Mr. Amer and Mr. Tuan Khairul to record a corporate tour video.

We were also given the task of cataloging the national gazette and the state gazette

to be sent to PWIN.
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Figure 52: Warta Negeri and Warta Kerajaan

We also receive a site visit from out supervisor from UiTM Rembau, Sir Faizal
and Madam Sufy.

B TROSANS

smal

RAIKAN
EHIDUPAN

# sentiasa menol

ll',’-

=7 4 '-,}“
E "Jf’/‘/:

INNOVATE

,Emsms
-

Figure 54: Site visit from Sir Faizal and Madam Sufy
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Figure 55: Discussed with Mr. TK and Mr. Amrul about flow video tour
corporate

Figure 56: Recorded video tour corporate
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3.1.4 Bahagian Rangkaian Perpustakaan

I have changed to a department Bahagian Rangkaian Perpustakaan from 3
January to 7 January 2022 led by Mr. Nizam. Mr. Nizam and Mr. Aziddin have
given a brief explanation of the scope of work done in this department tome and
Fatihah, Mr. Nizam has given the task to make activity planning for Latihan

Dalaman Kemahiran Komunikasi in 2023 for me and Fatihah

DALAMAN
PENASIHAT PEMBACA DAN U PUSTAKA

PENCERAMAH TAJUK
Encik Mohd Noor b Abdul Siapakah Penasihat Pembaca?
Rahman Y

Encik Mohd Noor b Abdul Apakah tugas Penasihat Pembaca?
Rahman

Encik Mohd Noor b Abdul i Penasihat 2
11 ,zgz:. Rahman
Isnin
Mei Encik Mohd Noor b Abdul Apakah alat bantuan Penasihat Pembaca?
9.5.2022 Rahman
Isnin
Jun Encik Mohd Noor b Abdul Penggunaan Pengkalan data.
13.6.2022 | Rahman
Isnin
6. Julai Encik Mohd Noor b Abdul P Kamus dan Ensil
25.7.2022 | Rahman
Isnin
7. Ogos Encik Mohd Noor b Abdul Penggunaan Buku Tahunan dan Direktori
15.8.2022 | Rahman
Isnin = -~ — P— 7 =
8. September | Encik Mohd Noor b Abdul Penggunaan Katalog dan Bibliografi H
15.9.2022 | Rahman
Isnin
9. Oktober Encik Mohd Noor b Abdul Penggunaan Abstrak dan Indeks
17.10.2022 | Rahman
Isnin
10. November | Encik Mohd Noor b Abdul Perkongsian pengalaman sebagai Penasihat
14.11.202% | Rahman Pembaca.
Isnin e
Aturcara:

9.00 pagi — 9.30 pagi Ceramah ikut tajuk
9.30 pagi — 10.00 pagi Sesi Soal Jawab dan Perbincangan Isu U Pustaka
(Tertakluk kepada perubahan semasa)

Femahiren
Lakdan ~ Komun RON
“ntuk

v
Pakerje
Poap .

Figure 57: Latihan Dalaman Kemahiran Komunikasi
2023
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LATTHAN DAL AMAN:
BENGKEL KOMUNIKAS] EERKESAN

BIL | TARIEH FERCERARMAH TATUEK

1 Fefmuan Encik Mohd Horshazlin Bin T adun Flonzep, Temis dan Asa: Fommmikasg
13203 MNazir Berkesan
Iznm

2 Rac Encik Mohd Horshazlin Bin T2 adun Halanzan dan Fesilapan Dialam Fonnmikasi
135.H13 Mazir Berkezan
Imnin

3 Aprl Encik Mohd Horzhazlin Bin 52 adun Penpmaan Bahaza dan Skaip Dalam
10.4.2023 Mazir Enmnmikasi Eerkesan
Imnin

El Rler Encik Mohd Forskazlin Bin Sa"adun Eemahiran Eahasa Tubuh dzlam Eormmikasy
15.5.M0213 Mazir
Iznin

5 Tum Encik Mohd Horzhazlin Bin 52 adun Hada dan Gaya Suara Dalam Meningkatan
12.6.202% Mazir kemszhiran kormmilcesi
Imnin

[ Tl Encik Mohd Forskazlin Bin Sa"adun Adah dan Etika Dalam Fommmika s
107123 Mazir Berszan
Iznin

T [s[ 7R Encik Mohd Torshazlin Bin B2 adun Femahian Blendengar dalam Foommikas]
148H13 Mazir
Iznm

B Septerber Encik Mohd Horshazlin Bin T2 adun Femahiran Fonmedkas] Tizital Eerkezan
11.8.:013 Mazir
Imnin

IR Cliober Encik Mohd Merzhazlin Ein Z2"adun Femzhimen Fonmnike:] Berkezsan Ferzama
e o e Mazir Penpzura
Iznm

100 | Hovember Encik Mohd Horshazlin Bin T2 adun Fepentinzan Femabiran Foommikas] yang
15112023 | Mazir Berkazan
Imnin

Figure 58: Latihan Dalaman Kemahiran Komunikasi 2023

| have also attended seminar on titled ‘Gangguan Seksual di Pejabat’ at Bilik Latihan.

Figure 59: Seminar 'Gangguan Seksual di Pejabat' at Bilik latihan
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Figure 60: Seminar 'Gangguan Seksual di Pejabat' at Bilik latihan

3.1.5 Bahagian Perancangan Pembangunan & Korporat
| have changed to a department Bahagian Perancangan Pambangunan &
Korporat from 10 January to 14 January 2022 led by Mr. Mohd Norshazlin. In
this department, Mr. Amer has gave me the task to shelf the book at children
library every morning. Mr. Amer also gave me and Fatihah the create statistics

and create a pie chart for Laporan Tahunan 2021 for Bahagian Korporat.

Statistik Keahlian, Pinjaman, Pengunjung dan Aktiviti Galakan Membaca PPAP
& Petrosains 2021

a. Keahlian
Lokasi Jumlah Keahlian (erang)
PASAS 764
PAD /FAC 833
PD (Negeri) 1,089
PD(PNM) 682
JUMLAH 3,148

o

. Pinjaman Bahan

Lokasi Jumlzh Pinjaman Bahan (buah)
PASAS 17, 592

PAD | PAC 45,980

PD (Negeri) 28, 302

Figure 61: Statistik Laporan Tahunan 2021
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LAPORAN STATISTIK 2021

KEAHLIAN

PINJAMAN BAHAN

Figure 62: Statistik Laporan Tahunan 2021

IMHEGERI (PASAS)

Mr. Amer also took us building tours such as going up to the roof, explaining
about the elevators operating, blowers and so on.

Figure 63: At rooftop with Mr. Amer and Fatihah
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Figure 64: Roftop scenary

Besides that, | and Fatihah has been in charge at counter service with Mr. Amer. At
the counter | have record the number of visitor to the library, renew library
membership and register new member in Koha system with Mr. Jeffri. Other than
that, | have also learned how to generate receipts for membership renewals at

Express 365 with Mr. Amer.

Figure 65: In charge at counter services
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Circulation  Patrons

Akoha

Home ¥ Patrons

Search patrons

Search for:

H

Search field:

I

Standard

Search type:
Contains

I

Patron category:

ny

s [z
E
=

<

Perbadanan Perpustak: v

Clear

Search

o

English  Bahasa melayu

3.1.6 Bahagian Khidmat Pengurusan (BKP)
I have changed to a department Bahagian Khidmat Pengurusan from 17 January
to 28 January 2022 led by Mrs. Murni Wizana.
participated in motivational talks in the Bilik latihan title Motivasi Tinggi:

Mengatasi Sikap ‘Bangau oh Bangau’ delivered by Mr. Afizan bin Ghazali. After

Search | v ®Cat More ~

Enter patron card number or partial name:

|[+] Search

—‘Seﬂﬂ:hpﬂtmﬂﬁ Checkout Checkin Renew Search the catalog

| + New pafron~ ||+ Quick add new patron» || (£ Patron lists

Br  Book Supplier IIJKLMNOPQRSTUVWXYZ
INTERN

U-LIBRARY

BOD

DEWASA

Inter-Library Loan

Kelompak
KELOMPOK_DAERAH
Kanak-kanak

Dewasa Non-Malaysian
Kanak- kanak Non-Malaysian
Remaja Non-Malaysian
Remaja

Staff

System Administrator

INTERNS | Perbadanan Perpustakaan Awam Pahang ~ 1 Languages ~

Figure 66: Register new member

Help

In this department | have

that me and Fatihah do stock take for one week at children library on shelf 1.

v

Mengatasi Sikap ‘Bangau oh Bangau’
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Figure 67: Attend motivational talk at bilik latihan on titled Motivasi Tinggi:




Figure 68: Do stock take at Children Library
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Figure 70: Do stock take at Children Library

Besides that, me and Athirah also be the secretariat of registration and souvenirs
for program ‘Kursus Perolehan dan Sebut Harga Perbadanan Perpustakaan Awam
Pahang’ at Bilik latihan. Other than that, we also will collecting registration fees at

counter service at every evening with Mr.Aseri.

Figure 71: Secretariat of Rgistration
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3.2 Special Project

Each practical student is in responsible of their own special project during the
industrial training. The special projects chosen must have a positive influence on
industry and faculty. As a result of my special project, another collection of braille
books may be added to PPAP. Furthermore, it has the potential to raise user and

community awareness of the visually impaired.

Since PPAP has a collection of braille books, | have decided to make a braille
book from children's books as my special project. After discussing with Mrs. Maria
as Pemangku Pengarah, she has agreed and approved my proposal. Among the

objectives of my special project are the following:

l. Introduce Braille books in Malay to children and adults with visual
impairments (Orang Kurang Upaya / OKU).

Il. Dignifying Braille books in an increasingly forgotten society.

I1l.  To increase the collection of Braille books to increase the literacy rate
among the community from the visually impaired (OKU).

V. Improving vocabulary, thinking skills, and Braille reading skills in Malay

in all walks of life and not just for those with visual impairments (OKU).
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Before the process of printing braille

On 12 November 2021 | have been looking for braille material in Web OPAC

PPAP and at Children Library for my special project. I have found a book series

‘Siri Cerita Haiwan Dwibahasa’.

Your search returned 6 results.
Did you mean: Search also for narrower subjects
Select titles to:

# Unhighiight | Selectall Clearall

Bau busuk di dal

M Placehold % Login to add tags

e i]. e

M Flacehold % Login to add tags

Search also for related subje:

Add to. v

the smell in the lien's den / Disunting oleh sulaiman Zakaria, Evenne Liew
editor]

Monyet dengan katak : the monkey and the frog / Disunting oleh Sulaiman Zakaria, Evenne Liew
by Sulaiman Zakaria [editor] | Evonne Lisw editor]

urung tiung yang becok mulut : the talkative mynah / Disunting oleh Sulaiman Zakaria, Evonne Liew
a [editor] | Evonna Lisw editor]

Figure 72: Web OPAC result

On 23 November 2021, | have met and discussed with Mrs. Maria. | have

proposed to make a braille book and choose only one from the “Siri Cerita Haiwan

Dwibahasa’ series. Mrs. Maria has proposed to make all six story books from the

series to complete the series. After that, on 29 November 2021 | have submitted the

paperwork and got approval from Mrs. Maria and Mr. Aseri. For information, Mr.

Aseri is the head of Unit Perkhidmatan Perpustakaan or circulation unit, and my

special project is under this unit.
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N7

PPAP

FRRA0LR b IPpTLILALN ML AN

KERTAS CADAHGAN
PENYEDIAAN BAHAN BACAAN UNTUK BERKEPERLUAN KHAS (SPECIAL MEED):

CACAT PENGLIHAT AN

TAJUK SIRE

SIRI CERITA HARYAN DIBAHASA

TARIKH:

MOVEMBER 2021 — JANUARI 202

DISEDIAKAH OLEH:
WAN NUR ASYAH BT WAN MOHD KHAF AR

PELAJAR PRAKTIKAL UITM REMBAL

Figure 73: Paperwork for my Special project braille
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During the process of printing braille

I have started printing animal story books starting starting from 27 December
to 31 December 2021 in the Unit Teknologi Maklumat. Throughout this printing
process Mr. Zahid and my friend, Athirah has helped me a lot. The first story is the
story of the Anak Arnab Memperdaya Serigala.

On the second day, 28 December 2021, | printed the second story book, which
IS a Burung Tiung yang Becok Mulut. On 29 December | printed the third story
book, Bau Busuk di dalam Sarang Singa and the next day the fourth and fifth book
was the story of Ibu Ayam Mengaku Kalah and Burung Pucung dengan Ketam
printed on 30 December 2021, and on the last day, 31 December, | printed the story
book Monyet dengan Katak

Figure 74: Photocopy machine
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Siri Cerita Haiwan Dwibahasa % \gﬂ\ﬂ
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Figure 75: Printed six story books
I began printing and translating all of the storybooks into braille in the braille
room once | finished printing all of the storybooks. Mr. Zahid and my friend Athirah
assisted me in the process of printing the book in braille. Mr. Zahid helped in
choosing a suitable spacing and quantity of letters for the braille letters to fit the
storyline and illustrations on the page. The process of printing a story into braille

using a computer and a braille machine called an Embosser.

Figure 76: Computer and Braille machine
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Figure 77: Braille machine (Embosser)

Beginning on 6 January 2022, and ending on 13 January 2022, all six of those
storybooks have been translated and produced in braille. The process begins with
Ibu Ayam Mengaku Kalah, Burung Pucung dengan Ketam, then the story of Burung

Tiung yang Becok Mulut, followed by Bau Busuk di Dalam Sarang Singa and
finally Anak Arnab Memperdaya Serigala.
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Figure 78: Document embosser set up in computer
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Hujan turun dengan lebatnya. Monyet dan katak berteduh be

baviah pokok. Mereka basah kuyup kerana ditimpa hujan

Monyst dan katak berbincang hendak mendiikan pondok pac

esoknya

‘Apabila pondok dicirikan " kata monvet. i tidak akan diimp:

N T o

Figure 79: Braille in computer

Figure 80: Way to insert braille paper in braille machine

If the paper has the picture, the paper needs to be inserted into the braille

machine upside down.
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Figure 81: Manual book in using braille

Figure 82: Braille word in computer
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Figure 83: Burung Tiung yang Becok Mulut with Braille writing

After the process of printing braille
After completing the process of printing and translating the story into braille.
I combined and turned it into a braille book by title, and sent the book for the
binding process at Lim Copy Center Sdn Bhd printing shop. The process of
combining and binding these books has been much in the way of Mr. Firdaus Hadi,

Mr. Aseri, and my friend Athirah.

B L ayam o o 5o | R i Benan
Mengaku Kalah . J
WJISTH ST L !
The Mothor Hen & 1%
- o~

(

Carita Halwan Dwibahasi

Bau Busuls .,

M;::;el i, || GO ? Burung Pucung . § ¥
dengan Katak : dengan Ketam Fll a; dalam Sarang Singa

P e e,

(PO BRI

The Monkey and the Froq
3

Figure 84: Combined six story books
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B K W EOD o 0 T R o2 =)
£ LI COPY CENTRE SDN BHD (7265w
PAHANG DARUL MAKMUR .

0 pe 2

NO. 44 & 46, JALAN HAJI ABDUL AZIZ. 25000 KUANTAI
TEL 08 517 8124. 516 1885 FAX 089514 0321 E-MA

CASH SALES INVO‘CE

Inv No. : S12201-1047

Date  : 20/01/2022
UG Gz Staff ID : MA
Debtor Code 3000-CO003 Terms : CASH
son Currency : Ringgit Malaysia
DIO NO Page No : Page1of1
Quanuty UOM Unit Price Amount
SPIRAL BINDING & BOOK 530 31.80
N
Ringgit Malaysia fhirty One And Cents Eighty Only //
" Total Quantity & Total Amount (MYR) 3180
Rounding Adj
Net Total (MYR) 31.80
Net Total Rounded (MYR): ____ 31.80

Authorised Signature Received By
(Name, Signature, Date & Company Stamp)

NOTE :

1 All payment should be made to LIM COPY CENTRE SDN BHD (PUBLIC BANK BERHAD: 3078 1474 29)

2 Kindly quote invoice number when making a payment.

3. Tne TITLE to the goods stipulated herein shall at all material time remain exclusively with the company (LCCSB) until full and final payment
4 Goods sold are neither returnable nor refundable.

5. Our business hours; Monday to Friday: 8:30am to 5:30pm | Saturday: 8:30am to 2:00pm | Public & State Holidays: Closed.

I
Figure 85: Receipt for Spiral Binding of six books

My braille book handover ceremony took place at Bahagian Perkhidmatan
Perpustakaan dan Literasi on January 27, 2022. This braille book was given to
PPAP, which was represented by Mr. Mohd Norshazlin and Mr. Aseri, to be kept

in the braille room as a braille collection.
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Figure 87: Handover braille books to Mr. Amer

As a result, this special project had achieved all the objective listed in the proposal.
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CHAPTER 4 CONCLUSION
4.1 Application of Knowledge, skills and experience in undertaking the task

During the five-month industrial training at PPAP, the practical students
have learned many new things, gained new experiences and improved their skills,
especially in library management. as stated in the industrial training objective is to
encourage the students to apply the skills and knowledge gained at the university to
benefit the organizations. There are several subjects offered by the information
management faculty that are very beneficial to students while undergoing industrial

training.

Among them is the subject Organization of Information: Computerized
Cataloguing (IML655) in semester 6. materials and books found in the PPAP
collection must be catalogued and processed before being placed on the shelf for
user use. by the way, trainees have used the knowledge he has learned in this subject
to catalogue books. during the class session, trainees were taught to catalogue books
and other materials using the Koha library system. this benefits the trainees because
the library system in PPAP also uses the Koha system. this gives the trainee a clearer
picture of how to properly catalogue materials and books according to the

organization.

In addition, we also learn communication skills. While on campus we have
studied the subject of Public Relations (PR), this subject has to some extent taught
us how to communicate properly when dealing with people and when hosting an
event. users from various backgrounds and ages. Therefore, while in industrial
training we have practiced it when dealing with users from various backgrounds
and age groups. In addition, the staff here also taught us how to communicate
properly when hosting events, dealing with users, and dealing with people in higher

positions.

In the first month we worked when the country was MCO and all library
activities were only done online. Therefore, we have to improve our IT skills. While
undergoing industrial training here, | learned how to set up a zoom meeting, how

to record video using complete equipment and so on. apart from us learning, we
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also teach staff to use Canva, which is a platform to create posters, create google

forms, and so on.

Besides that, the subject of library design during semester 6. This subject
teaches the guidelines for building a library in terms of its design, colour,
bookshelf and others. This subject is very important. For example, the height in

choosing a bookshelf in a children’s library is very important and according to the
height of the child.

4.2 Personal Thoughts and Opinion

In my point of view, PPAP is a library that is well-known in the community
for addressing all of its patrons' needs. The library has succeeded in showing their
aim of 'Providing full, conducive, and exceptional library infrastructure and
services' by providing a variety of services and facilities that fulfil the demands of
users. Other than that, PPAP is a very good internship place because it is a public
library that accepts various types of users. Trainees can learn how to deal with
different types of users ranging from children to the elderly. This indirectly makes
the trainee able to learn and improve communication skills better when dealing with

users and meet the needs of users.

Going through the internship here was a blessing to me and friends. working
environment here is very cheerful and positive. All the staff in this library are
very friendly. although we were all new to the work environment at first, but they
treated us all kindly and warmly so that we didn’t feel awkward. They also always
give advice and experience for us in preparation for us to face the world of work

later.

They are also very helpful and cooperative. They are willing to assist
trainees whenever problems occur. When we conduct our individual special
projects, for example, they are happy to assist with venue preparation, technical
issues such as setting up zoom meetings, and so on. They also provided us with a

variety of ideas and views while we prepared our special project.

Next, PPAP has a wide variety of collections and materials from good
and trusted book suppliers to meet the needs of users. Ranging from general books

to reference books, the collection here is always up to date to keep up with current
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4.3

developments. Here there is also a collection of braille books for the convenience
of users with special needs (visually impaired). Collection here is not only available
in Malay, but also available in English, Tamil, China, and Arabic.

Lesson Learnt

Industrial training is a great platform for trainees to get a clear picture of the
real work situation. Undergoing industrial training at PPAP taught us many new
things in daily life. First, gaining a spirit of helping and teamwork. When we are
given a task by an officer, we will gather together, discuss and brainstorm with each
other to make the task a success. For example, when we were given the task of
recording a corporate video tour, we discussed and divided the task fairly so that
the task went smoothly. Finally, the video was completed smoothly, according to

the set day and got praise from our officers.

Besides that, we also support each other. when one of us is in trouble we
will give them help and moral support. For example, when in the process of
completing their special projects, we support each other, help each other in being
committee members, be a panel for their program, and also give ideas and opinions.

Moreover, industrial training also educates us to be brave. when getting
assignments from officers, we never said no. for example, when we got an
assignment to be an emcee, make a puppet show, and dance in front of a crowd at
a program that took place at Sungai Lembing, we challenged ourselves to do it. We
dared to make a presentation in front of a crowd even for the first time and we
managed to do it. In addition, we also venture to deal with consumers. For example,

answering questions from users related to services and collections

Every person who works in a library that provides services to patrons must
be presentable. To impress the users, every job, including the trainee, must be
clothed stylishly and cleanly. It is essential to generate a good first impression in
order for people to feel comfortable speaking with us. When interacting with
users, always be nice and smile so that they don't hesitate to return. Speech style
is also significant since it displays our personality by speaking respectfully and

using appropriate words when speaking.

Self-discipline is another thing I've learnt. Every employee must punch a

card before 8 a.m. and return by 5 p.m. on a daily basis, which has taught us to be
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punctual. In addition, if there is any business, we will notify the staff or division

head in the office every time you want to leave the office.

4.4 Limitation and Recommendation

Since we are also there working during MCO, so we do not participate much
in outside activities that involve the community and users face to face. All activities
and interactions between the library and the community are only done online. So
that | did not get so much experience in working outside with community. In my
opinion, trainees need to browse more library social sites such as PPAP official
Facebook to get more activities and participate in competitions and programs
organized to gain more knowledge and experience even participating in online

activities.

In addition, we also have work from home (WFH) during the MCO, and face
constraints in terms of slow internet access. This makes it difficult for us to
communicate with officers regarding the tasks and work assigned. In addition, the
non - conducive surrounding environment is also a constraint. When working from
home, noisy home conditions and no dedicated space to do work can distract focus
while working. In my opinions is when working fully in the office, trainees need to
re -learn in more depth the task given and ask a lot so as not to drop out of the

learning process.

The difficulty of translating antique Arabic writing is one of the limitations. |
was assigned the task of adding new entries of old Arabic books to the Koha system
while working in the Bahagian Pembangunan dan Pembangunan Koleksi. It was
tough for me to complete the task since the old Arabic writing was complex to
understand. To make the translation process easier, trainees, in my opinion, should
seek out those who are more skilled in Arabic writing. In order to make the process
of translating easier, trainees should refresh their writing and Arabic language
skills.
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PPAP
MEMO
BAHAGIAN PERKHIDMATAN PERPUSTAKAAN DAN LITERASI
Kepada : Seperli senarai edaran
Ruj. Fall (25) dim. PPAP/PL{LITY2M002 Jid. 15
Tarikh : 25 November 2021

PETUGAS BAGI PROGRAM PAMERAN SEABAD EL-DORADO TIMUR DALAM
KENANGAN
Dengan segala hormatnya perkara di atas dirujuk

2. Sukacita dimakiumkan bahawa pihak tuan/puan dipilih sebagal pelfugas bagl
pasukan teknikal bagi program tersebut pada ketetapan berikut :

Tarikh 27 & 28 November 2021 (Sabtu & Ahad)

Masa 08.00 pagl hingga 05,00 petang

Tempat - Perkarangan Muzium Sungai Lembing
3 Keriasama dan perhatian danpada pihak {uan/puan amat kami hargai serta didahului
dengan ucapan terima kasih

Sekian

"PRIHATIN RAKYAT : DARURAT MEMERANGI COVID-19”
"BERKHIDMAT UNTUK NEGARA™

Saya yang mpenjalankan amanah,
o

(MARIA BINTI HAMZAH)

Ketua Bahaglan Perkhidmatan Perpustakaan
dan Lilerasi

Perbadanan Perpustakaan Awam Pahang

5.k : Ketua Bahaglan Khidmat Pengurusan

Appendices 3: Memo for Program Seabad EIl Doraldo




PPAP
MEMO
BAHAGIAN PERKHIDMATAN PERPUSTAKAAN DAN LITERASI
Kepada : Seperli senarai edaran
Ruj. Fail : (30) dim. PPAP/PL(LITN2/002 Jid. 15
Tarikh : 25 Januari 2022
Tuan / Puan,

PETUGAS BAG|I PROGRAM PERKONGSIAN ILMU PENGURUSAN HARTA PUSAKA &
WASIAT: HARTA PUSAKA, HAK SIAPA?

Dengan segala hormatnya perkara di atas dirujuk.

2, Sukacita dimaklumkan bahawa pihak tuanipuan dipiih sebagai petugas bagi
pasukan teknikal bagi program tersebut pada ketetapan berikut

Tarikh 27 Januari 2022 (Khamis)
Masa 09.30 pagi hingga 11.30 pagl
Aplikasi Perpustakaan Digital dan Sumber Media

3. Kerjasama dan perhatian daripada pihak tuan/puan amat kami hargai sena didahuiu
dengan ucapan terima kasih

Sekian.

“PRIHATIN RAKYAT: DARURAT MEMERANGI! COVID-18"
“BERKHIDMAT UNTUK NEGARA"

INTI HAMZAH)
a Bahagian Perkhidmatan Perpustakaan
dan Literasi
Perbadanan Perpustakaan Awam Pahang

sk : Ketua Bahagian Khidmat Pengurusan
Ketua Bahagian Rujukan Dan Maklumat
Ketua Unit Teknologl Malkdumat

Appendices 4: Memo commitee in Fatihah's Special Project
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PRAP

MEMO
BAHAGIAN PERKHIDMATAN PERPUSTAKAAN DAN LITERAS

Seperti senarai edaran

Kepada

Ruj. Fail (16) dim. PPAP/PL(LIT)/2/D02 Jid. 15
Tarikn 20 Oklober 2021

Tuan / Puan,

MESYUARAT JAWATANKUASA KERJA PROGRAM SAMBUTAN HARI KANAK-
KANAK SEDUNIA BIL, 2/2021

Dengan segala hormatnya perkara di atas dirujuk.

Sukacita dmaklumkan bahawa Mesyuarat Jawatankuasa Kerja Program

2,

Sambutan Hari Kanak-Kanak Sedunia 2021 akan diadakan seperti ketetapan berikut :
Tarikh : 01 November 2021 (Isnin)
Masa - 10.00 pagi
Aplikasi : Zoom meeting (lokasi masing-masing)

3. Kefasama dan peihatisn Jaipada pilsk wavpuan @mal kand hargai serta
didahului dengan ucapan jutaan terima kasih.

Sekian.

“PRIHATIN RAKYAT : DARURAT MEMERAMNGI COVID-18"
"BERKHIDMAT UNTUK NEGARA"
Saya n%menjalankan amanah,

(MARTA BINTI HAMZAH)

Ketua Bahaglan Perkhidmatan Perpustakaan
dan Literasi

Perbadanan Perpustakaan Awam Pahang

i 3 Ketua Bahagian Khidmat Pengurusan
Ketua Bahagian Pembangunan dan Pembinaan Koleksi

Ketua Unit Teknologi Maklumal

Appendices 5: Memo Mesyuarat Ahli Jawatankuasa Kerja Program Sambutan
Hari Kanak-Kanak Sedunia



Hai upa khabar adik adik semua? Harapnya adik-adik berada dalam keadaan yang baik. Adik-
adik pernah dengar tak kissh sang itk yung degil?

pekiak
+am, begint cermanya,

Pada zaman dahulu, nda dua ekor haiwan yang bersshabat baik mitu sang kucing dan sang
v adikt pak tnhy, mo«ta
itik. Mereka unggul bersama-sima di dalam sebuah rumah dendsaling tolong- menolang d-
en
mm_h& Setiap hari, mercka akan membabagikan fugas dan sebelum sang

kucing keluar dia akan berpesan kepada sang itik.

Sang Kucing: Aku akan keluar untuk mencari makanan dan kamu sang itik akan mengemas
dan menjaga rumah. Oh ya! Aku ingin berpesan, jangankah kamu buku pintu dan keluar dan

rumah ini jika ado haiwan kain yang memangyil.

Sang Itik: Kamu usshiah bimbang dan khuatir, wahai sang kucing. Tahu la aku menjaga dini,
aku akan ingat pesanan kamu itu. (Nada sembong)

Sang Kucing: Ermmmmen, bagustah kalau begitu! Tidaklsh aku bimbang. Dapatlah aku

keluar mencari makanan dengan tenang.

Setelah sang kucing keluar, sang itik akan memsstikan pintu dan tingkap rumahnya sentinsa

tertutup dan dikunci rapat.

Sang Itik (dalam hati): Aku perlu memastikan semua pintu dan tingkap berkunci kerana aku
takut ada haiwan vang lar dan ganas datang ke rumah ini.

. . For)ans
Tiba-tiba, muncul sang serigala. Rupanya amat menakutkan. Matanya merah dan terbeliak.
Giginya puls menyeringai dan tajam. Sang serigola selalu saja memerbatikan sang itk

disebalik semak samun.

Sang Scrigala: Nampoknys sng itk berada di rumah, ha ha ha. Bolehlah aku
menangkapnya untuk dijodikan mskanan tcogahari, Hmmmm, tetapi. aku tidak pemah
melihat sang itik keluar dari rumahnya walaupun selangkah. Bagaimana cara untuk aku
mengumpan sang itik supaya keluar dani rumah terscbut.

Pada suatu hari, sang itik berkata sendinan,

Appendices 6: Script for Kisah Sang Itik yang Degil
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