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Abstract 

 

Industrial training is an essential part of a student's life. A well-planned, professionally conducted, 

and evaluated industrial training program can greatly aid in the development of a professional 

attitude. It raises awareness of the industrial approach to issue solving, which is based on a wide 

grasp of the organization's process and style of operation. The goal and motive of this industrial 

training is to gain discipline, skills, teamwork, and technical knowledge in a proper training 

environment, which will benefit me as a student studying Information Management. Industrial 

training also assists students in developing professional skills such as communication, 

responsibility, and technical abilities that will be useful in their future careers. This report provides 

the details of the 23 weeks’ internship at PTAR Campus Puncak Alam. I was assigned as an 

internship trainee at every unit in PTAR KPA with the supervisor here are Siti Fazlina Mohamed 

Raffi and my faculty supervisor Noor Faraliza Binti Samsudin. During the industrial training, the 

assignments involve a variety of job responsibilities linked to library management and the system 

utilized in the library. 
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Chapter 1: Introduction 

1.0 Introduction 

 

Industrial training is one of the requirements for completing a degree from Universiti 

Teknologi Mara in any program including my course which is Bachelor of Information Science 

(Hons.) in Library Management. Before completing our degree, we are required to complete a 

five-month industrial training program which consists of 22 weeks. Industrial Training provides 

students with an opportunity to learn. Students can adapt their theoretical expertise to real-world 

situations. Industrial training is an important part of developing the practical and technical skills 

needed in the library sector, as well as assisting with future jobs. 

 

1. Background of the Organization 

 

 
 

 

    Figure 1: PTAR Campus Puncak Alam 

 

The Tun Abdul Razak Library (PTAR) Puncak Alam Campus began operations on 

July 27, 2009 and is located at Satellite Plaza Building B's fifth floor (PSB). The Puncak 

Alam Campus Library relocated to a new structure during Phase 2 development, 

becoming operational in May 2014. This new structure has four storeys and can hold 1,300 

seats at once. The facilities and services offered are anticipated to satisfy residents of 
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UiTM's needs for teaching, learning, research, and knowledge development. Other than 

that, libraries are the place that everyone can get any material that they want and also, 

they can gain their knowledge by reading the material such as books, magazines, journals 

etc. in the library. Next, this library also provides an online database for every user that 

comes to the library or users that want to use library service anywhere and anytime.  

 

1.2.1 Vision 

● To establish UiTM as a Globally Renowned university of Science, Technology, 

Humanities and Entrepreneurship.  

 

1.2.2 Mission 

● A catalyst for knowledgeable UiTM citizens through access to comprehensive, 

relevant, and up-to-date information as well as quality facilities to meet the needs 

of teaching, learning and research. 

1.2.3 Location and address 

PERPUSTAKAAN TUN ABDUL RAZAK Universiti Teknologi MARA 

Selangor KAMPUS, Bandar Puncak Alam, 42300 Bandar Puncak Alam, Selangor 

 

 

Figure 2: Maps PTARKPA 
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1.2.4 Opening Hours 

 

 

Figure 3: Opening Hours 
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1.3 Organizational Structure 

 

 

Figure 4: Organization chart 
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Chapter 2: Organization Information 

2.0 Departmental Structure 

2.1 Management Unit  

 
Figure 5: Management unit chart 

 

a) Administrative and archive unit 

 

Administration Unit is a main duty which is managing the administrative matters 

procurement and human resources in PTAR USC. Other than that, in this unit also have 

Next, there are a few important activities that involved in administrative unit such as:  

 

● Manage letters & files students 

● Public relation 

● Performance appraisal 

● Prepare statistical reports of library 

● Manage Online Finding Archive (OFA) 

● Inventory 

● Managing library governance 

● Managing acquisition of archival material  

● Coordinate strategic planning and literary quality 

● Planning the conversation of library collection and archive material 
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In this unit, I learned a lot about the process of searching for materials in OFA and 

also how to enter materials into this system to be accessible by users. Users can get the 

material by making a material borrowing process in this system to facilitate the user getting 

the material they want to borrow. In addition, in this unit I also learned about the digitization 

process of documents in the university archives found at the PTAR KPA. The document 

that wants to be digitized is like a student document. Next, the librarian in this unit which 

is Mrs. Fazlina also shared to me that there are some systems that help her do her task 

for managing this unit. Such as: 

 

● “Sistem e-mesyuarat UiTM” 

This system is to manage the calendar and also to make a reminder for any meetings. 

 

● System “Executive Information System” (EIS) 

This system for online key in any information for some tasks. Next, this system also 

provides every unit to key in any update every month to get the statistics. After all the units 

in this PTAR KPA update the details in the system, Mrs. Fazlina will check all the details 

and if any misinformation happens, the staff should make the correction and update the 

correct details in this system to get the best statistics.  

 

● Archive management system (AMS) OFA 

This system for key in any personal data of students before making a digitalization process 

and putting the document in the archive university. Other than that, Mrs Fazlina also 

shared that archive are special because only have I KPI such as: 

 

❖ “Bil Penerimaan Rekod Penting Universiti” 

➢ Bil Rujukan Bahan Arkib (OFA) 

➢ Bil permohonan pelupusan rekod 

➢ Bil konsultasi pengurusan rekod 

 

b) “Unit Jilid” 

 

This unit is responsible for saving materials from damage, maintaining the 

durability of reading materials so that the lifespan of books is longer. Definition of 
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“Penjilidan” which is about this unit is the process of sewing, tying or joining sheets of 

printed paper to make books, magazines, pamphlets and other reading materials. 

 

Function 

a) Saves printed materials from being damaged and cannot be referred to again. 

b) Extend the life of printed materials which is protect from any damaged happened  

c) Maintaining the durability of printed materials. 

2.2 Acquisition unit  

 

 
Figure 6: Organization chart Acquisition unit 

 

a) Material order unit 

 

This unit manages cataloging which manages the catalog of all the materials listed 

in the library. Cataloging is essential; because it can help users and librarians find books 

by referring to the author’s name, the title of the book, and the topic of the book that they 

want. Other than that, this unit also manages purchase recommendations from students 

or lecture requests from OPAC. Only two campuses that have been covered by PTAR 

KPA are PPA and PP. Mr Anuar, who is a librarian, should go to the meeting and get the 

approval purchase from the meeting and open” sebut harga” with the vendor. There are 
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some steps for ordering materials that have been shared during I stay in this unit. Next, in 

this unit also 1 experienced to do cataloging by using the library system which is Libsys. 

Other than that, there are some functions for this unit such as: 

 

Function 

a. Manage the process of purchasing printed materials (books/magazines/journals) 

b. Manage the cataloging and classification of materials 

c. Managing the Approval Meeting for the Purchase of PTAR Books and Magazines 

d. Manage PTAR Book Vendor Selection 

e. Validate book prices related to the fine process through the return of books and staff 

salary deductions. 

 

b) Intellectual Property Unit 

 

These units are Manage applications, procurement, digitization of UiTM 

Intellectual Property Materials, development of PUiTM Local Content materials and also 

indexing of materials. Other than that, this unit can be known as Center for the acquisition, 

collection, storage, preservation, reference, and dissemination of Intellectual Property 

information services. 

 

Function 

a) Manage and find material local content & article indexing 

-Local content (Only in Malaysia) 

-Article Indexing (Newspaper and Journal (unprinted) 

 

b) Manage Institutional Repository (IR) such as manage thesis and Entrepreneurship 

(ETR).: 

 

-THESIS -5 pages only in IR 

-ETR (Entrepreneurship)- Full page on IR 

 

c) Material Balance Unit and disposal 
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This unit manages the proposed purchase of syllabus books for each faculty at 

UCS. In addition, this section also manages the disposal of materials that meet the 

requirements. Other than that, this unit also manages to data from the library system which 

is Libsys for PTAR UCS. Next, there are some of the functions in this unit such as:  

 

Function 

a) Manage the proposed purchase of Syllabus Materials for PTAR UCS 

b) Syllabus data review and Check data on the system Libsys. 

c) Managing disposal materials. 

d) Managing review syllabus material 

e) Make a review price for syllabus material   

 2.3 Service Department 

 

Figure 7: Service Department 

 

a) Unit Digital Library  

 

The unit is the unit that manages all the PCs in the IT unit. In addition, this unit is 

also responsible for doing maintenance if there is any problem on each pc at this KPA 

PTAR. Other than that, this unit uses Digital comparator correlator system (DCCS) to 

control all PCs and control every activity such as on PC, restart and shut down. Other than 

that, there are 56 PCs in the IT room that have been provided for users to use for class 

purposes or do assignments. 
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Function 

a) Manage PC Thesis 

b) Manage PC in the IT room 

c) Update the details of students who want to use printing services at MyKM. 

d) Making Posters for any events 

e) Handle UiTM website 

f) Manage technical section such as maintenance 

 

b) Customer Service & Collection Unit     

                                                                                                                                                                                                                                                

This unit manages dealing with users by borrowing and returning processes. Other 

than that, this unit also has the responsibility to manage the status of books in the system 

OPAC and give the best service to the users. There are some of the functions in this unit 

such as: 

 

Function 

a) Customer Service Counter 

b) Borrow book 

c) Book return 

d) Book update 

e) Payment of fines 

f) Barrier gate registration 

g) Collection of printing fees 

h) Registration/Termination of membership 

i) library 

j)  Locker rental 

k) Reserve library space 

l)  Demonstrate the search for materials 

 

c) Unit KAT (Limited access collection)  

 

This unit are arranged for Managing physical and online reference services for 

users who want to get the information they want. In addition, this unit is also responsible 

for managing information search services. Furthermore, this unit manages the promotion 
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section on the official website of PTAR KPA which is a virtual exhibition and also manages 

the tour program at this PTAR. 

 

Function 

a) Manage physical and online referral services. 

b) Manage information retrieval services. 

c) Coordinate and update the department's social media. 

d) Conduct research support mentoring programs with publishers. 

e) Coordinate courses related to research services with publishers. 

f) Manage the information literacy program. 

g) Manage library information promotion activities. 

h) Perform validation of academic staff publications on the PRIME system 
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Chapter 3: Industrial Training Activities 

3.1 Training Activities 

3.1.1 Shelving 

 

During practical, I was supposed to do shelves from 8:00 a.m. to 9.00 a.m. for the 

entire five months of industrial training. Except for librarians, all library assistants and 

support workers were required to follow this morning routine which is to arrange the books 

on the shelf. The trainee was tasked with shelving the general collection of the library, 

which had been used by clients. All books must be organized by call number so that they 

can be kept in the correct location and easily found in the future. Other than that, I also 

must take the books at the trolley and arrange at the suitable shelf followed by a call 

number. Not only that, but trainees also need to arrange books that have been category 

changed to retro materials on shelves that have been specially prepared for retro 

materials. These retro materials are materials that have the year 2000 or less. In addition, 

the time taken to organize this retro material is 4 weeks including the category change 

status in the Wils system. 

 

 
 

Figure 8 : Shelving 
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Figure 9: Retro Activities  

3.1.2 Manning the Counter 

 

In the library there are counters that provide information to the users and also 

willing to help users in any problem that they face in this library. The counters are provided 

in the first floor which is near the main door library. The counters such as the Customer 

Services Counter, the Circulation Counter, and the Reference Counter are all located in 

the Shared Facilities Library. The trainee was told to rotate between the three counters 

with other employees. Every trainee must handle a complaint for an invalid student's card 

who enters the library at the customer service counter and help them by using the new 

solution which is using the PTAR mobile apps that make users easily enter the library by 

using their smartphone. In this counter, users always ask questions about the library, 

especially about how to look at the books in the OPAC and also find the books by using 

the call numbers. 

 

Other than that,while working at the references counter, the trainee was instructed 

to react to any questions the users had. Because to make a potential librarian, the trainee 

must take the opportunity to work at the reference desk and gain experience dealing with 

nervousness while answering questions. In addition, the trainee is also in charge of 

processing borrowing and returning books from users at the circulation counter. For 

example, the trainee must be responsible for teaching the first users how to use the self-
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check machine to borrow and return books. Other than that, the trainee also can make the 

process of borrowing and returning in the system Wils.  

3.1.3 Customer Service 

 

i) Open day program  

 

This program involves university 1 students who have just registered themselves 

at the University and gives them exposure to programs and activities on campus. In 

addition to this program, the PTAR KPA also conducted a customer meeting day program 

by opening a booth in the hall to provide information and exposure to them regarding the 

services provided at PTAR. Furthermore, through this program it is also possible to 

promote the Apps used by PTAR to go through the barrier gate at the library, namely 

PTAR Mobile Apps. In addition, these apps also provide benefits to users that users can 

find materials online that have been subscribed by UiTM easily and anywhere. 

 

 
Figure 10: Open day program 



15 
 

 

ii) Handling the Discussion Room Reservation 

 

Other activities that I learn are managing the booking room discussion or Sage 

room that give benefits to users to do any discussion or meeting in this room. Carrels and 

meeting rooms were among the amenities offered by the Shared Facilities Library. Users 

could enter the rooms if they were registered as UiTM students or lecturers. Next, users 

were expected to obey a set of rules and restrictions while making a reservation. The most 

important condition was that users carry their matric card as proof that they could retrieve 

it after returning the room key. The trainee was told to stand at the customer service 

counter and receive booking requests from customers. The users must book the room via 

online which is using system Presys or by manual at the counter. 

 

iii) Processing of pasting the sticker Retro 

 

The activity in this section is that we need to separate the retro collection material 

which is material that has a date from 2000 and below to be used as retro material. In 

addition, if the material has several copies, it is necessary to select only one and the next 

copy will be disposed of. The steps that must be done in this process are to change status, 

paste the sticker retro and arrange at the shelf specific for retro collection only. In addition, 

to manage this section requires changing the status of the book in the system that has 

been used, which is the Wils system. After changing the status and category in the system, 

we need to paste the retro sticker on the spine book. There are some categories that 

cannot be changed to retro, namely the OSS, SLR and RUJ categories. Next, there are 

several processes that need to be done to convert to the retro category, such as: 
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Figure 11: Arrange retro collection 
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Figure 12: Manage process Retro 

3.1.4 Material balance and disposal unit 

 

j) Key-in Data of syllabus books  

 

Key in the data syllabus from the system and check with the template that has been given 

by the librarian in this unit and I need to settle the task. This activity makes me learn more 

about excel and teaches me to solve the problem that happens when the data is not 

balanced. Other than that, me and my partner Ain successfully solve the problem that 

happened, and we are very satisfied when Mr Hazrul Amer librarian in this unit, praised 

us for successfully completing it. 

 
Figure 13: Key in data syllabus 
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ii) Student school events 

 

I am getting the responsibility from the librarian in the unit "Research and learning" to run 

programs with primary schools and carry out activities related to the library. This is 

because it is to provide exposure and introduction to them about the university library and 

also the system used in this PTAR KPA. The activity that has been done such as making 

a bookmark, arranging books with a call number etc.  

 

 
 

Figure 14: Activity with student primary school 

iii) Hiking program 

 

This activity has been done with all the staff UCS and one of the programs 

for bordering with all the staff. Other than that, this program is also held to build 

cooperation with each other and free from stress at work. This is fun activity that I 

joined during this industrial training, based on the photo, we take picture with chief 

librarian at PTAR UCS and he also a kind person also always gives a good advice 

with all of us. 
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    Figure 15: Activity Hiking 

3.1.5 Unit KAT 

 

i) Isra' Corner Launch Ceremony Program 

 

This program is related to the launch of Isra Corner and the signing ceremony of 

the Memorandum of Cooperation (MOC) between UiTM and INCEIF University. In 

addition, this program has been successfully carried out for one day which is on 16 

November 2022 at 3pm to 5pm. Next, this program was also completed by YBhg Prof. Dr. 

Mohamad Hariri Hj. Abdullah is the Deputy Vice Chancellor (Industry, Community and 

Alumni Network) of Universiti Teknologi Mara. Furthermore, through this program, it has 

provided a lot of exposure and information related to Isra' Corner, which has its own online 

database that can provide convenience to users in searching for materials online easily 

and quickly. 
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Figure 16: Isra’ Corner Launch 
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 3.1.6 Activities in “unit Jilid” 

 

i) Make own book 

 

In the last unit which is “Unit Jilid”, I get the opportunity to make the activity which 

is making my own library from start until finish. The activity that I am doing is to make my 

own books such as start from sewing, make a cover book and other steps until the 

process. Other than that, I also can make any words or logo for my own book, and it makes 

me happy.  

 

                           

Figure 17: Make own books 
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3.1.7 Management unit: Manage student’s document 

 

In unit archive, I do the task that has been given which is manage student 

document and make it as a digitalization. After that arrange all the documents students in 

the archive university. 

 

                  

Figure 18: Activity digitalization process and archive university 

3.1.8 Activities in digital library  

 

In this unit learn about the system that has been used to control every pc in unit IT and 

also the software that used to manage official website PTAR KPA which is Joomla. Next, 

. In this unit, I’m get the experience by doing the inventory task that has been given by the 

staff in this unit. The inventory for check all the PC, keyboard, and mouse id in this PTAR 

KPA. I’m also doing the inventory for every unit in PTAR KPA after that I key in the data 

from inventory to excel and send to the staff in this unit. After that, I’m also help user to 

top up at MyKm for easier doing the printing service., Next, I’m also get the information 

that library website makes from Joomla software. 

3.1.9 Unit Intellectual Property 

 

In this unit I has been experienced by find the material for local content and article 

indexing. I’m also has been given the task to find the material according to the keyword 

given by the faculty. After find the material I’m also must change the material in the PDF 

format. After that, I’m also has been experienced to print the number id of thesis and put 

the Qr code of the number id thesis in the spine book. The staff in this unit which is Mr. 
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Fahmi has been explained much information to us about the material that should be 

upload in the IR. 

3.1.10 Aqua Library project 

 

We are students doing an internship in this PTAR KPA and have received a task from the 

chief librarian to make a library in the future with technology. We decided to make Aqua 

Digital Library full of technology in this library that can attract more people to come to the 

library. Last of our day in this PTAR, we had a presentation to share our experience for 

every department in this library and also present that special task that has been given by 

Mr. Ts Mohd Hamidi, chief librarian. 
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          Figure 20: Last Presentation in PTAR KPA 
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3.2 Special project 

 

 For this special project, I have chosen to make a title related to the virtual bookshelf. A 

special project called Rak Buku Maya (Virtual Bookshelf) PTAR Campus Puncak Alam was 

carried out to meet the requirement of industrial training. This project is one of some special 

project   ideas that I recommend to my supervisors for this Industrial Training. Other ideas that I 

suggest such as doing the program in PTAR with users, doing the activities with students in 

primary schools etc. After discussion with my supervisors, a special project with a title virtual 

bookshelf is one of the ideas that get the approval from my supervisors. After receiving approval, 

I began to start on a draught for the virtual bookshelves project. Furthermore, this initiative is 

perfectly matched to this virtual bookshelf, which allows users to find and read the books they 

want from anywhere and at any time. Furthermore, the usage of this virtual bookshelf improves 

one of the services provided by the library to users in the next period, which will be able to aid 

users more readily and in line with the present technological era nowadays. The following 

information that showed are the need for this virtual bookshelf and the process of creating this 

virtual bookshelf.  

  

 3.2.1 Problem Statement  

 

● Students need to find materials that can be read online 

● Students need reference sources without having the need to the library 

  

 3.2.2 Objectives 

 

● To help users find the books that they want anywhere and anytime 

● Provide online book service such as ebooks that users can access anytime  

● Provide reading material that users can read at any time without renew and 

pay the fine if late to returned 
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 3.2.3 Special Project Process 

 

To ensure that my special project is successful, there are several processes that 

need to be done before it is published to users in the library to use this service that can 

benefit them. Among the processes such as:  

 

 
Figure 21: Process special project 
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a)  Design and doing the storyboard   

 

    

Figure 22: Draft Special Project 

 

These steps are very important for any project, especially for my special project. 

From this project, everything in this project is planned very well and has an example 

interface for users before making it a reality. This is because based on the draft, it can be 

seen that there are some flows of the project that we want to do first and also it also will 

be easy to do the next step to become a virtual bookshelf for users.  

 

b) Collecting the data 

 

For this part, I have collected data and opinions from several people to produce 

my project. In addition, I have met with the librarian at PTAR, Mrs. Hafiza, to ask for her 

opinion and views regarding the collection that I want to place in this virtual bookshelf. 

Furthermore, I also asked some users about the types of collections that should be in the 

Virtual Bookshelf. In addition, I also asked for the opinion of the staff at this library 

regarding the topic that I want to create for this virtual bookshelf. The topic I want to do for 

this virtual bookshelf is related to "AIDS" which corresponds to the month of December, 

which is related to World AIDS Day. Next, after collecting the data, several types of 
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collections have been successfully prepared to be placed in this virtual bookshelf. Among 

them are: 

 

Books  Article Posters 

E-books Open Access  

 

Table 1: Categorize of Virtual Bookshelf 

 

c) Search and download the free material in Internet 

 

i) Mobile Apps UiTM 

 

 
Figure 23: PTAR Mobile Apps 

 

This site is very useful as it provides a lot of books, ebooks, journals etc 

that relate with this virtual bookshelf topic which is about AIDS. Other than that, 

this materials in this site also materials that have been subscribed by the library. 

Next, the language that is used in this article is also the English language that is 

very suitable for users, especially for students, for studying material. Next, 

searching and downloading the materials in this site are also very easy and friendly 

for users. This is because this site gives step by step users. However, most of the 

material in this site is the latest such as books and ebooks are in 1999 and above. 
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Users can get the latest information in this virtual bookshelf and also can easily 

access the materials that they want in any types that are still latest. Other than 

that, as we know if any assignment or research that has been given by the lecturer 

is the latest information is the better use. So it can be seen that from this virtual 

bookshelf, it can be accessed by users anytime and anywhere while users in 

process finish their assignment. 

 

ii) EzAccess UiTM 

 

Figure 24 : EzAccess UiTM 

 

 Based on this site, it is specially prepared for UiTM students to get every 

material they want in digital and online form. Furthermore, this website also 

provides various collections of free materials based on each field available at 

UiTM. Among the collection of free materials provided are ebooks, Online 

database, Ezaccess and e-News. In addition, these e-resources can also be 

downloaded by users, and I have also taken some materials to be placed in the 

virtual bookshelf to make it easier for users to access. 
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iii) MyKM 

 

Figure 25: MyKM 

 

As a UiTM student, I have benefited from using the services provided by 

the university. This website provides various free ebooks according to the fields 

available in UiTM. Other than that, in these websites any ebooks can be 

downloaded for users. From this website also I was able to take materials from this 

website to be placed in the AIDS-themed virtual bookshelf. This can also show that 

UiTM provides a website that makes it easy for users to access the collection of 

materials they want in digital form. 

 

d) Sign up for free user for Genially account  

 

Figure 26: Sign up Genially 
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Genially is an online digital publishing site that can be used for producing 

a website, slides and also can be used to link with other websites. Next, this 

website interface also is user friendly, easy to understand and the features that are 

provided in this website software are also very easy to use and also interesting. 

Next, this most important for this website are this website are free to used and if 

want more interesting features can subscribe and pay for amount that has been 

offer.  

 

                   e) Upload materials  

 

Figure 27: Interface Genially 

 

As a free account, there are many features that have been provided in this 

software. Other than that, there are also features that provide for uploading books, 

magazines, and other materials in this software. Next, from this software also can 

link with other websites by inserting the link in the features that has been provided. 

The step for uploading these materials is very easy and easy to understand. For 

example, insert a photo for cover eBooks, download eBooks in PDF format and 

insert the links that can connect with the PDF format and also users can download 

the materials that have been provided in this virtual bookshelf such as eBooks. 

Next, I am editing the format that can be displayed by the users.  
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f)  Sort material by category 

 

Figure 28: Materials by category 

For this part, I will arrange the materials that have been downloaded and 

also the materials that have been found from the system that UiTM subscribes to 

by the category. Next, I will start uploading the material by types of the material in 

this software followed by the planning which is there are 5 types of materials such 

as books, e-books, articles, open access and posters. I am uploading the materials 

that I got from the official system that has been provided by UiTM for their students 

for free. Other than that, I will also add features or icons “more” that are easier for 

users to go through to the system and get more materials and free access. 

 

g)   Create user manual & making video tutorial 

  

Figure 29: Video Tutorial 
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                   Figure 30: Google form icon 

 

h)  Publish and share links through WhatsApp group 

 

I am making promotions for my special project such as publishing and sharing links 

about my special project to the users via WhatsApp group to make users more 

knowing about this website. The links for my special project is 

https://puncakalam.library.uitm.edu.my/pages/about/kpa-links/vsb-main-

ptar/tema-aids . 

  
Figure 31: Publish via WhatsApp group 
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Figure 32: Promotion to the user 

 
Figure 33: Publish in PTAR KPA website 
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i) Create feedback from users 

 

 
 

Figure 34: Form Google Form 

 

For knowing about the comments and the suggestions from the users, I 

have been provided feedback forms for them to fill out after using the service. Next, 

after filling out this feedback form, I will be able to identify any weakness of the 

virtual bookshelf. Next, I can make improvements based on user 

recommendations. In addition, I have also chosen Google Form as a platform to 

create this feedback form. This is because the Google form is very easy to use 

and user friendly. Other than that, Google form also gives the result of the 

respondents, and it makes it easy to analyze through the excel that can get auto 

from this Google form.   

 

 Next, in the Google form feedback there are three sections that have been 

provided for the users such as information section that involve information about 

the user’s information and also feedback about the bookshelf. The first section is 

about the information that has been provided to introduce this special project virtual 

bookshelf to the users and also the purpose of this form. Next second section is 

about the personal information of the users. This is because based on the personal 

information that has been given by the users is to give the appreciation certificate 

to the users that involve and give cooperation for my special project. Other than 

that, the third section is about the view and comment from the users based on the 
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virtual bookshelf that they have been viewing. There are few questions that have 

been provided in this section and also have marked “*” that means the respondents 

must answer all the questions in this section. The question that has been provided 

has some choice such as several questions that are given in the multiple choice 

and short answer.  

 

 Furthermore, the google form that provided for the users and get the 

feedback from the users is as shown below:  

 

 

Figure 35: First section in form 
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Figure 36: Second section in form 
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Figure 37: Third section in form 

 

 

 

Based on this google form, I can see all the results from the respondents. Other than that, 

I also can see the analysis of every answer based on the question that has been given in this 

google form that users have already filled out on the form and also I can read all the suggestions 

or responses from them about this virtual bookshelf. 

 

 

Figure 38: Total of respondents at the form 
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Based on the feedback at the google form, I got 50 responses from the users. Next, 

from the form it can be seen that everyone has their own opinion that will make the 

answers given are different.  

 

 

Figure 39: Result for gender respondents 
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Figure 40: Result for age and status 
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Figure 41: Result from question 1 

 

 

 

Figure 42: Result from question 2 

 

Based on this figure, 54% (27 users) strongly agree that this virtual bookshelf is 

user-friendly. Next, 34% (17 users) agree. It can be seen that this virtual bookshelf is user 

friendly and can give benefits to the users to get the information that they want easily.  
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Figure 43: Result from question 3 

 

 

Figure 44: Result from question 4 
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Figure 45: Result from question 5 

 

Based on this figure, question 5 showed that 72% of users were very satisfied with 

this virtual bookshelf and also satisfied with all the information that has been provided. 

Next, it can be seen that 8 users were satisfied and 20% of users chose a simple virtual 

bookshelf. Overall, most of the users are given good answers and satisfied with this virtual 

bookshelf.  
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Figure 46: Feedback from users 

 

This is among the feedback and comments from users who have used this virtual 

bookshelf. Furthermore, the comments allow me to improve every shortcoming on this 

virtual bookshelf. Furthermore, all the comments received from this form are positive 

feedback and can also provide convenience to users in searching for information 

anywhere and at any time. 

3.2.4 Special project obstacles 

 

In implementing this special project there are several obstacles that I went through 

to make this special project a success. In addition, in carrying out this special 

project, it also gave me a lot of additional knowledge and made me more 

enthusiastic in completing my special project, the Virtual Bookshelf. In addition, 

among the obstacles I went through were as follows: 

 

❖ Some of the features cannot be used because they are limited for free 

users and must pay the fee first. 

❖ Internet connection problem while uploading the material in this website. 

❖ Some of the books that I want to put in this virtual bookshelf do not have 

an ebook format.  
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 3.2.5 Special project recommendation 

 

➢ Making more notifications and posters in social media to give exposure to 

users, especially students, about this facility so that it will continue to be 

used by users in the future. 

 

➢ Print posters about this virtual bookshelf and put them on the board in the 

library. This is because a Qr Code will be placed on the poster which makes 

it easier for users to scan the Qr code to directly enter the PTAR KPA 

website as well as access the Virtual Bookshelf that has been prepared for 

users according to the monthly theme. For example, in December, the 

theme is AIDS and all the materials that have been uploaded and provided 

on this virtual bookshelf are related to AIDS.  

3.2.6 Special project conclusion 

 

In conclusion, this special project which is a virtual bookshelf has many 

benefits for users, especially students to get the information that they want. Next, 

from this virtual bookshelf, users can get any material that they want anywhere 

and anytime without going to the library. Other than that, from the feedback via the 

google form that I have spread via WhatsApp and directly to the users, I get a lot 

of positive feedback from the users. In addition, by doing this special project, I can 

see that there are some websites that provide free ebooks to users but not 

everyone knows about their existence. Therefore, by finding and downloading the 

books and other material also putting it on this virtual bookshelf, we can help other 

users to find out about the existence of this service and the material that has been 

provided by the PTAR for users. Last but not least this virtual bookshelf can give 

more advantage to the users, especially students to find the books that they want 

anytime and anywhere. 
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Chapter 4: Industrial Training Reflection 

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

gained) 

 

This industrial training has provided me with many interesting experiences, given me new 

knowledge and also some skills that I have acquired and implemented during this industrial 

training. Furthermore, it gives me knowledge and experience to go through the real industry 

working in the future. The skills and knowledge that I gained such as:  

4.1.1 Communication skills 

 Communication is very important to anything that related with our life this is because from 

the communication, it can help people to more understand for each that will be given and also the 

information that want to be delivered. Next, when receiving an instruction, there will be some 

things that people do not understand. So based on good communication and asking directly to 

deliver the information that clearly can make people easier to understand. Next, if we do not 

understand and do not dare to ask, we will make a mistake by doing the task that has been given 

and will cause some problem to the task. So, from this industrial training I learn how to 

communicate well and also communicate in the right way so that the users also can easily 

understand the information that we share with them. Therefore, communication is very important 

to make both parties more understand the topic that talks about and also the information that they 

want to be delivered.   

4.1.2 Computer Skills 

During this industrial training also I get to implement my computer skills such as doing the 

task that has been for every unit in this PTAR KPA. Other than that, for the first time I was given 

the opportunity to create a catalog in the Libsys System which is a library system. In addition, I 

also was given the task to key in data and count the data in the template at excel that has been 

given by the librarian. Based on my experience from the task it makes me get more knowledge to 

use excel very well. Computer skills are very important nowadays because we are in the era of 

technology where everything uses computers and systems to get the information and also do all 

the work. Therefore, in this industry also used systems and computers to do all the processes 

that relate with the library management. Such as borrowing and returning processes and also 

cataloging that used computer and system. So, computer skills are very important to everyone 

nowadays because all the work uses computers to get the information. 
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4.1.3 Cataloging skills 

 

Based on my experience in the cataloging unit for 2 weeks, I gained the knowledge to do 

cataloging at the library system which is Libsys. From that, I can gain cataloging skills and do the 

task that has been given which is cataloging each new book. Next, the task that has been given 

is to fill the information about the books at the library system in the cataloging section.  From 

there, I can see and know that copy cataloging that has been used by libraries will give the 

facilities and make the work easier for librarians. So, it can be seen that from this industrial training 

I gained more knowledge about the cataloging skills and about filling in the information of the book 

in the library system which is Libsys. 

4.1.4 Time management skills 

 

Time management is very important especially when it involves work that requires good 

discipline. This is because I was able to learn to better understand and manage my time well so 

that every business and task given runs smoothly and is completed within the set time. For 

example, when I was given the task of managing student documents to create a digitization 

process and at the same time needed to organize them in the university archive. I have also been 

given the period and quantity of boxes containing student documents that need to be completed. 

Therefore, I need to make a time plan to ensure that each task is given and can be executed well. 

In addition, in terms of time management, as long as I was doing this industrial training, I was 

able to arrive at the workplace early at the appointed time. Therefore, it is clear that time 

management is very important, especially when it comes to real work life in the future. 

4.1.5 Management skill 

From this industrial training also I learn about the management skills which is about the 

management unit in this PTAR KPA. From that I can know and can practice for working life in 

future. Other than that, I also learn how to communicate and being formal attitude with the person 

that has a great and good position. Other than that, learn about the formal letter for formal 

document.  
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4.2 Personal thoughts and opinion 

a) Self confidence  

 

During this industrial training, we were taught to always be confident and fearless 

in all situations, especially during any event or situation. Furthermore, confidence is 

required so that those around us can trust us to assign any duty. But make sure it's in the 

appropriate spot. For example, we must dress appropriately, begin work with a smile, and 

greet everyone we meet. This can create a pleasant environment in which others feel 

confident. Furthermore, self-confidence can teach us to constantly remain strong in the 

face of life's challenges. For example, I can be confidence when I am being a emcee for 

program with primary school and teach them whit in front of some of their teacher. So it 

can be seen that self-confidence is a first thing that I learn during this industrial training. 

 

b) Self-management  

 

Self-management abilities are necessary in the workplace. We must be good at 

managing ourselves while working, such as when we should get up in the morning, when 

we should get dressed, when we should leave for work, and what we need to bring with 

us. Problems in the workplace will reduce when our work requirements are completed if 

we keep our self-management. Because our self-management is organized, our lives will 

be more orderly and emotionally stable. 

 

c) Continuous learning environment 

 

We must always seize the opportunity to learn something new wherever we go. 

According to my observations, every employee here always asks other employees 

questions about their work. They may also use this time to learn about the work that has 

been assigned to other members of staff. The environment here is excellent since we will 

both obtain new knowledge and, if we move departments, we will already have basic job 

skills. Furthermore, we can assist one another in completing the assigned assignment. As 

an intern student, I am not beyond inquiring about the work activities of the office 

employees. My goal for this industrial training is to expand my knowledge.  
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d) Leadership 

 

Each department has its own chief, who is responsible for leading all other 

workers. It is extremely difficult for employees to execute their jobs if the supervisor 

does not carry out his responsibilities. This is because the chief must organize the job 

that must be done, plan it, and explain it to the personnel who report to him. Following 

that, the work must be supervised by the head so that errors may be recognized and 

remedied from the start. A good leader produces good results. So, I am learning about 

the leadership skills in during this industrial training.  

 

4.3 Lesson learnt 

 

The most important thing we learn as trainees is the value of collaboration or teamwork. 

When an assignment was assigned, the trainees all sat together and discussed what needed to 

be done, as well as completing the necessary steps to complete the work. For example, during 

this industrial training, my fellow interns and I did tasks such as going through a program with 

elementary school students. We discussed together to make this program a success as well as 

discuss the activities that will be held at the program. We also provide the necessary equipment 

and materials for this program. Finally, when the program started and all the activities began, the 

project was successfully done. The trainees were overjoyed and happy with all the activities that 

had been done. 

 

 Furthermore, in this industrial training can be seen that the learner has learned the 

importance of self-discipline. Based on the explanation from the supervisor, we know that 

working for every day from 8:00 a.m. to 5:00 p.m and it can improve the trainee's discipline. The 

student also learned that if they needed to leave the office for personal reasons, they needed to 

ask permission from their supervisor. The trainee had to take an emergency leave of absence for 

personal reasons as well. Furthermore, trainees who want to request leave must fill out the form 

three days before the desired date. This is a rule that every organization must observe. As a 

result, the trainees can exercise self-control by not taking leave whenever they wish.  

 

Furthermore, trainees learn more about responsibility from this industrial training, which 

is in any task that the trainee needs to do that has been assigned by the staff for each unit. The 

work that has been assigned should be accomplished appropriately and on time.  This is because 

when people trust us, they will want us to assume responsibility for the work. It can be seen from 
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this industrial training, as student interns need to accept the work and do it right as a training for 

working life in future. This industrial training makes me learn about the responsibility more about 

the task that has been given in working life in future that must do well and right because it can 

show our attitude and trust to the manager. 

 

In addition, the lessons that have been received based on this industrial training are about 

effective communication. This is because good communication leads to a positive work 

environment. Aside from that, communication is essential to avoid misconceptions, which can 

lead to conflict inside the business. If any misunderstanding happens, we will start arguing with 

each other if communication is not effectively transmitted. As a result, the work cannot be done 

well. So, communication is very important to share any information to avoid any 

misunderstanding.  

 

4.4 Limitation and recommendation 

 

Limitation Recommendation 

Lack of skill When I was assigned to manage the library, 

has one unit in this library that only has one 

staff that do every task and also manage all the 

process which is “Unit Jilid”. This unit are to 

manage the saving book from any damaged. 

From my observation only one staff in this 

department. My opinions is library must open 

vacancy for the staff to help staff in “Unit Jilid” 

especially can open vacancy for students 

industrial training because they have a skill 

that can help that staff in that unit to save the 

books from any damaged. 

Poor Internet Connection Based on my observation during internship, I 

always hear complaining about the Internet 

Connection from the user especially when 

students that want to do their assignment and 
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also enter lecture class in the library. My 

opinion is so upgrades and also to attract more 

users come to the library are library must 

upgrade Internet connection with 5G that can 

manage and provide a good connection to all 

users and also library system.  

Problem Barrier gate The problem that users always faced when 

want to enter the library are when they want to 

enter from barrier gate. Their Qr Code 

sometimes cannot detect because of the 

system that need a good Internet connection 

and sometimes system down. Its also always 

get a complaining issue from the users. My 

opinion is management must change Qr code 

at the student’s card to the bar code to make 

user easier enter by using the student’s card. 

Book drop machine does not function well  The problem that user face also are when they 

want to use book drop to returning books 

without go to the counter. This is because book 

drop machine does not function well and 

always system down. My recommendation is 

library must make a maintenance periodically 

to make user easier to use it. 

  Table 2: Limitation and recommendation 
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CONCLUSION 

 

In conclusion, I learnt a lot from varied experiences, practical skills, communication skills, 

ethics, and professionalism during my five months of industrial training at Perpustakaan Tun 

Abdul Razak (PTAR) Campus Puncak Alam. In terms of technical skills, I've learnt how to use the 

Libsys system, as well as how to use Microsoft Excel to key in data from the syllabus and data 

from the system. This industrial training also taught me how to better organize my work. 

Furthermore, this professional training taught me to be punctual and to follow the instructions for 

each assignment assigned to me. Working with staff from various professions and expertise 

provided me with a wealth of experience. In addition, I also had some issues with the work I was 

given as well and also about my special project. These difficulties provided me with the opportunity 

to learn how to cope with and handle them effectively. When faced with obstacles at work, these 

constant issues provide me with the opportunity to be an innovative and also creative person in 

future. Other than that, after five months of industrial training, I noticed that I had made significant 

progress since my first day at PTAR KPA. Last but not least, students should take advantage of 

industrial training in any field linked to their own profession, this is because it will provide 

opportunities to students to get both skills and experience that very greatly and also give benefits 

to them in future. 
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APPENDICES 

             
Visit PTAR Selayang to take books disposal Change status books from OS to Retro 
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Activities that doing in PTAR KABS 
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    Activities in Unit Intellectual property 

 

      
Activities in Unit Digital Library 
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