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ABSTRACT 

Industrial training is one of the compulsory study requirements in order to fulfill students 

to hold a degree. It is a challenge to anyone who involved on it. I was chosen to do an internship 

at academic library which Perpustakaan UiTM Cawangan Melaka. I have been there for five 

months starting from 1 rd February 2020 until 30th June 2020. Perpustakaan UiTM Cawangan 

Melaka is a one of the great mechanism to the students in order to acquire and gains a high 

quality of knowledge. It is also suitable place for Information Management's students to have the 

practical training. It is because Perpustakaan UiTM Cawangan Melaka has equipped in order to 

fulfill the studies and course. The report of this practical training consists of four chapters which 

are introduction, organizational information, industrial training activities, and industrial training 

reflection. The main inputs in this report are Chapter 3 and Chapter 4. I will explain in depth 

activity done within five months here and special project that I have done. Chapter 4 will cover 

about knowledge gained, personal thoughts, lesson learnt and limitation and suggestion from 

my perspective. 
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CHAPTER 1: 

INTRODUCTION 













Perpustakaan UiTM Kampus Jasin Melaka was built after the groundbreaking ceremony 

was premiered by the 5th Prime Minister YB Datuk Seri Najib Razak on 19 February 2011. The 

third campus building will make the three districts in Melaka Campus UiTM campus. Central 

Melaka District houses the City Campus, Alor Gajah District has Lendu campus, while Jasin 

district is built on 218-acre site at Felcra Seri Mendapat. The offer of Science and Technology 

based courses at Jasin Campus complement the combination of non-Science and Technology 

based courses at the Alor Gajah Campus and the City Campus. About 50% of the total number 

of students, about 2,500 students will be provided with living facilities. This means that the 

remaining 2,500 people will live off-campus. The library has 3 levels and can provide seats for 

954 users at any one time. 
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► Returns

1. Book return may be made at the library customer service counter or book drop machine.

2. The borrowed book must be returned on or before the scheduled return date. A fine of

RM0.20 per day will be charged to the customer (student category) late returning the

book.

3. The customer shall ensure that the records of the returned books have been cancelled

before leaving the customer service counter.

4. A reminder email will be issued there days (3 days) before to the return date to enable

the customer to renew or repay the loan.

5. The library reserved the right to withhold loans and other services to the customer if the

material has not been returned after the notice is issued.

6. The library reserves the right to recall items borrowed from the customer if they require

the material.

7. The late penalty for lost material will also be charged and will be calculated from the date

the material should be returned until the material is lost by the customer.

► Renewal of materials

1 .. Material renewal can be made if the loan term expires.

2. The duration is the same as the normal loan period.

3. Renewals can be made only twice if no booking from other users.
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CHAPTER 2: 

ORGANIZATION 

INFORMATION 



































CHAPTER 3: 

INDUSTRIAL TRAINING 

ACTIVITIES 



3.0 Introduction 

In undergoing industrial training, students are disclosed with a whole lot of new things. Apart 

from practicing what we had learnt in Universiti Teknologi MARA (UiTM). Students also get a 

chance to experience it themselves by doing the assignments given to them according to their 

respective course. By doing so, students can further increase their confidence upon entering the 

working world. On the other hand, the student had to obey every rule of the organization and 

need to on time every day. This could educate the students to be more disciplined and make the 

students to be familiar with working hours when they go for work later. 

3.1 Training Activities 

On the 3rd of February 2020, the trainee reported for duty to Mr Nazri Abu Bakar, he 

Pembantu Pustakawan Tertinggi of PTAR UiTM Cawangan Melaka. She is the only one 

industrial trainee from Universiti Teknologi Mara (UiTM) Cawangan Negeri Sembilan, Kampus 

Rembau has chosen PT AR UiTM Cawangan Melaka as their place for five months industrial 

training. Mr Nazri Abu Bakar welcomed the trainees and started introducing them to all the staff 

Then, Mr Nazri Abu Bakar assist the trainee for a library tour and meet all the staff in the library. 

The trainee were brought to each and every departments floor by floor. 

After that, the trainee were brought back to the Administration Unit to continue the briefing 

session. Mr Nazri Abu Bakar reminded the trainee about the rules and regulations that need to 

be followed throughout the industrial training period. Several forms need to be filled in and a 

sheet of paper which was the industrial trainee schedule was given to all trainee. Once the 
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briefing session ended, the trainee was brought to the first unit which was the Administration 

Unit. In appendix A will shows the industrial trainee schedule for five months which need to be 

followed. However, even if the schedule was fixed, but still it could be changed accordingly as 

long as the trainee received permission from Pn. Rozaimah Mat Sidek as her supervisor at that 

point before being replaced by a new supervisor Puan Noor Hayati Abu Kassim. 

3.1.1 Shelving and Shelf Reading 

Throughout the five months industrial training, the trainee was required to do shelving 

from 8.00 a.m. until 9.00 a.m. It was a morning routine that needed to be followed by all library 

assistants and supporting staff except librarians. The trainee was instructed to do shelving for 

the general collection in the library which was located at the ground floor of the library. Books 

from the shelves near to the self-check machine, trolley, and on the tables were gathered before 

distributing to all staff to start arranging them on the shelves. The trainee must arrange all books 

according to the call number so that the books were placed on the accurate location and could 

be retrieved easily in future. 

3.1.2 Checking Library Assets 

On the early March, the trainee was instructed to do asset checking by Pn. Sariah Che 

Man. The task was quite simple which required the trainee to look for paper containing the list of 

assets on the wall of every section in the library. Every floor would have 
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some walls with the list of asset and the trainee needed to check all of them one by one. Then, 

by referring to the list, the trainee must make sure the barcode and the name of item on the 

paper corresponded to each other. 

If there was any item not listed on the paper, write some notes at the bottom of the paper to 

notify that the item was not listed. The task was done on the 18th of March 2020. It was such a 

tiring but exciting experience for the trainee. Even though she did not have the opportunity to 

key in all data in the system, at least she did learn on what was actually the library asset. 

3.1.3 Processing Borrowing and Returning Books 

When the trainee was on duty at the circulation counter, sometimes the self- check 

machine was having problem and users would come to the counter to borrow or return books. 

The trainee would use the "Fast Charging" for borrowing and "Fast Discharging" for returning 

books in WILS system. If the process still could not be done, there must be a problem such as 

the user's matric card was suspended or there were unsettled fines. If these problems occurred, 

the user would be directed to go to the one-stop service counter to pay their fines or activate 

their matric card. 
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3.2.4 Task in Unit Pembangunan Bibliografik & Pemprosesan Teknikal (Cataloguing 

Department) 

In this unit, trainee on duty from 6th March 2020 until 1 J1h March 2020. On her first day

on this unit, she met with Puan Roslah for inform that she will duty on this department. Puan 

Roslah explained about background and works of this unit. This unit it's all about pre-catalogue 

process management procedures, final work process management procedures and the 

calculation of the amount of material to be sent to the circulation unit. 

The trainee task in this unit are processed 'buku waqaf from Jasin campus to Alar Gajah 

campus. In this unit trainee cataloged novels and thesis and processed the books using 

cataloguing module in the WILS (Libsys) and go through to 'Title in Process' and fill up all 

important contents in 'Leader' and tag 008 section. By having this kind of process, the book's 

bibliography details are completed. 

Next, the assistant librarian in this unit which is Puan Aminah taught her how to cataloged 

books has having problems. As well as Puan Aminah taught her how to put a label on the 

books. 

3.2.5 Task in Unit Jurnal & Pangkalan Data 

Next, in this unit trainee did not have the opportunity to undergo training here because it 

has already started Movement Control Order (MC). Trainee should have started training on 1st 

April 2020 until 14th April 2020. This unit is headed by Ms Hazlin Ibrahim Khan. The Journal &

Database Unit is responsible for subscribing to and providing reference services for journal and 

magazine materials. Subscribed journals are available in printed form, CD-Rom and even online 
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already started Movement Control Order (MC). Trainee should have started training on 4st May 

2020 until 5th May 2020. This unit is headed by Mrs Maznah Maarof. Objectives of this unit are 

to make the PT AR UiTM Cawangan Melaka an excellent information center in terms of the 

diversity of robust and up-to-date collections to support the mission, vision and direction of the 

University. Provide efficient and comfortable counter services to customers. Provide the latest 

and relevant library collection to support the teaching, learning, and research needs of the 

University. Provide excellent, efficient, accurate and friendly service to internal and external 

customers. Creating a trained, skilled, highly ethical and proactive workforce. Provide conducive 

and quality infrastructure and environment. 

3.2.8 Task in Unit Jilid (Bindery Department) 

In this unit trainee did not have the opportunity to undergo training here because it has 

already started Movement Control Order (MC). Trainee should have started training on 6st May 

2020 until 8th May 2020. This unit is headed by Mrs Roslah Laman. Unit Jilid is the unit 

responsible for caring for and conserving library materials by repairing damaged materials and 

preventing materials from being damaged by means of conservation and binding of materials. 

The Material Conservation Unit at PTAR UiTM Cawangan Melaka provides binding services for 

materials such as books, Press Clippings, Pamphlets, Brochures, Student Projects, ETR, 

Journals and several types of light bindings as well as preserving damaged materials. 

The objective of this unit is to save the printed materials from being damaged and can 

no longer be referenced. Prolongs the life of printed materials. Maintain the durability of printed 

materials. Repair damaged books by 200 copies a month depending on the level of damage 
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3.3 Special Project 

In this sub-topic, it will explain about special projects that have been done by the trainee 

during the entire practical training. Trainee have done six special projects in five months during 

industrial training in Perpustakaan UiTM Cawangan Melaka. Before starting the project, trainee 

was having discussion with her officers which is Mrs Maznah Maarof and Ms Hazlin Ibrahim 

Khan for brainstorm an ideas for her special projects. 

Trainee have done all her projects in PTAR UiTM Cawangan Melaka virtually during Work 

From Home because of Covid 19 pandemic such as two digital exhibitions which is Pameran 

Digital Hidayah Ramadhan and Pameran Digital Potensi lndustri Agroteknologi. Together with 

four video guides for her special projects which is Emerald Insight, Proquest, Electronic 

Question Paper System (EQPS) and Online Public Access Catalog (OPAC). 

3.3.1 Video Guides 

Trainee's started her special project by doing video guides. Trainee started with Video 

guide of Emerald Insight from 18th March 2020 until 8th April 2020 and video guide of Proquest 

from 6 April 2020 until 11th April 2020. After that she continued two more video guide projects 

from 11th May 2020 until 17th June 2020 entitled Electronic Question Paper System (EQPS) 

and Online Public Access Catalog (OPAC). She aims to promote the official YouTube 

website of PT AR Cawangan Melaka as well. All video guides that have been created by trainee 

will be uploaded to the official Youtube website of PTAR Cawangan Melaka. 
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The purpose of these video guides was made by her because trainee wanted to teach how 

students can access all the articles in Emerald Insight and Proquest properly. Next, trainee 

showing a tutorial on how students can get past year exam questions through her video guide 

entitled Electronic Question Paper System (EQPS). Moreover, she gave an accurate tutorial on 

how students to access the web OPAC easily through her last video guide which is Online 

Public Access Catalog (OPAC). 

Throughout his in the process of producing all four video guides he used several software 

and applications to realize her video guide. The first software she used was Bandicam. 

Bandicam is an easy-to-use, free screen recorder for Windows that enables to capture any area 

of your screen either as a screenshot or a screencast video file. She uses this software to 

screen record the entire process of making a video guide. 

Figure 32 

Interface of Bandicam's software 
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CHAPTER 4: 

REFLECTIVE WRITING 



4.0 Industrial Trainings Reflection 

For the industrial training reflection, it will teach and guide the trainee to express and 

share their experience, thought and feeling about their five months of industrial training. For this 

sub-topic, it is all about combination of two elements which are Instrument Value and Terminal 

Value. 

For Instrument Value, it is all about the theory that has been studied by the trainee in 

class before. As an example, the trainee can adapt and practice the knowledge about subject 

IML507 Organization of Information: Descriptive Cataloguing and IML555 Organization of 

Information: Subject Cataloguing and Classification at Cataloguing during trainee industrial 

training. 

Next, Terminal Value is about all knowledge that trainee gets from the whole semester 

and implement it during industrial training. For this value, it shows that the trainee has been 

ready to do their "practical" and need to follow all the rules and regulation of the organization 

that their working for. Besides that, it also can expose to the trainee about the real work 

environment.· 
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gained from the Organization of Information: Computerized Cataloging (IML 655) subject to do 

the cataloging process by referring to the MARC21. During the class session at the faculty, the 

trainee did learn on how to key in the data for bibliographic organization but in KOHA system. 

The industrial training allowed the trainee to experience another library management system 

which was ILMU but all LMS do have the same functions. Other than that, subject headings and 

call number that needed to be assigned to each and every book could be completed easily 

since the trainee has applied what she had learnt from the Subject Cataloging and Classification 

(IML 555). 

Besides, communication skill is one of the most important aspects because every 

word that is uttered from the mouth might make someone happy or feel hurt without our 

consciousness. While the trainee was on duty especially at the counter, she would encounter 

different kinds of users and sometimes she even needed to communicate with the international 

students. The trainee applied the knowledge that she gained from all ELC subjects in 

communicating English confidently with the students. Other than that, the trainee would also 

have to meet those in the top library management to ask for something and that was the time 

where she would apply the knowledge she gained from Communication Skills for Information 

Professionals (IMO 121) subject. There should be a proper way to talk verbally and not 

forgetting the non-verbal communication that might affect the whole communication. The library 

staff consists of those in higher grades and also lower grades. The trainee tried her level best to 

talk to the library staff with respect and be humble since she was new there. 

The trainee must be able to interact with all users of the library as well as socialize with all 

the library staff. The socializing skills that the trainee has practiced were by getting to know 
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the staff better not just within the library but also to other library users. Even during the break 

time, sometimes the trainee joined other staff to take some refreshments or had lunch together. 

It would be one of the ways on how to build more networks within those in the library field. It 

could only be done since the trainee has learnt Information Systems Interaction & Consultation 

(IMS 556) and she knew how to interact and socialize with the society. The networks built would 

help the trainee to get more opportunities especially in looking for a job. The trainee has applied 

the knowledge that she gained from the Promotion of Information Products and Services (IMO 

227) subject in-which she would be able to promote the services offered by the library to all

other networks. 

Other than that, one of the requirements of industrial training is to conduct at least one special 

project which will benefit the library. In order to accomplish the requirement stated, knowledge 

gained from Fundamentals of Management (MGT 162) subject helped the trainee to do the 

planning, organizing, leading, and also controlling successfully. The project conducted was 

under the instructions from the trainee as the project leader. Management skills developed in 

the trainee ensured that everything could be run smoothly but any unexpected events could 

happen and that was normal in every project. Once the trainee was capable to handle the 

project by herself, the trainee might be prepared to face the real working environment in the 

future. 
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4.2 Personal Thoughts and Opinion 

In the opinion of the trainee, PTAR UiTM Cawangan Melaka as the academic library has 

been seen as an established organization by looking at how the library serves the users in the 

institution. Generally, the library has successfully achieved the objectives of its establishment 

which are to serve the information and research needs of the members of the institution, to 

provide study area for users, to provide reference materials at appropriate levels, and others. 

Other than that, the trainee also thought that each and every staff in the library was so 

cooperative and helpful. Even though the trainee was new in the library, they threated the 

trainee so well and responded so gently to any enquires by the trainee. The staff were also 

willing to help the trainee if she faced any problem in doing something. For example, it was quite 

difficult for the trainee get the accession number for each book that has been keyed into the 

WILS system. So, the staff in the acquisition unit offered some help to taught me how to get the 

access number correctly. Next, the special project conducted by the trainee has involved the 

library staff and officer as the committee members for the digital exhibition. Everyone was very 

responsible to their task and they were really cooperative in helping the trainee and the other 

committee members. All things could not be done without the help from every library staff. 

Next, PT AR UiTM Cawangan Melaka has a variety collection of books starting from 

the general collection until the voluminous reference books. Provide the book related to art and 

design is very complete. as we know books related to art are extremely expensive. PT AR UiTM 

Cawangan Melaka can provide the guidebooks related to the design very well. This makes it 

easier for students from the faculty to make references to their drawings or designs. 
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Being motivated was also another lesson learnt. When the trainee was assigned to 

prepare independently complete all special project alone due to MCO. Trainee having difficulties 

because quite limited when having to complete a special project alone without reference by staff 

or officers. In that situation the trainee remains motivated to complete the given task positively 

and on time The trainee successfully able to complete all assignments for special projects 

although always in touch with staff and officers via virtual. Although non- working day, the 

trainee was willing to communicate with officers via virtual in order to complete her special 

projects. 

Next, working at the circulation counter requires one to be presentable. Therefore, the 

trainee must always be neat, tidy, and dress well to be presentable when dealing with the users. 

Non-verbal gestures are important to make people comfortable and feel relaxed to interact with 

the trainee. Put on a smile to all users whenever possible so that they would come again. 

Personal appearance also plays a part in presenting ourselves, therefore the trainee should 

always take care of her appearance. The trainee should be polite and talk nicely and gently to 

all the users because the language used is important in this interaction. 

The last lesson that the trainee has learnt is self-discipline. Working from 8.00 a.m. to 

5.00 p.m. daily has trained the trainee to be a discipline person. Even though there was no 

"punch card" or thumbprint to record the daily attendance, the trainee arrived early and went 

home after 5.00 p.m. The trainee also learnt that whenever she needed to go out for some 

personal matters, she had to ask for permission from her supervisor. It also happened that the 

trainee had to take an emergency leave due to personal problems regarding study fees . In 
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accordance to that she called her supervisor to ask for permission to go to UiTM Kamus 

Rembau to solve problems regarding study fees. She was given the permission and later she 

had to apply for her leave by writing a letter. 

4.4 Limitation & Recommendation 

PTAR UiTM Cawangan Melaka has a fix working hours. Since the library caters for 

majority of the students, the opening hours for the library should be flexible and in 

accordance to their needs. Some students requested that the library be opened 24 hours but 

this seemed to be too much. The trainee would suggest that the library be opened until 12.00 

midnight daily giving more time for the users to arrange their study time properly. At the 

moment, the library is open until 10.00 p.m. and there is another two extra hours that could be 

used by users to use the library. Furthermore, PTAR UiTM Cawangan Melaka is located in an 

area that is quite busy with 24 hours fast food restaurants like KFC and Mamak restaurants. 

Every institution has its own strategic planning. PTAR UiTM Cawangan Melaka has its 

own list of activities for the whole year round. With this, the trainee was required to follow all the 

planned activities by the management staff. As well as due to the problem of Pandemic Covid 

19 that hit the world and Malaysia has ordered to undergo the MCO order. This has limited the 

trainee's o opportunities and chances to create any event and project with her own 

creativity. 

All physically planned planning had to be changed immediately to virtual. This makes it 

very difficult for trainees to do special project programs. As a result it is very limited for trainees 
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to show the ability and creativity to do in a special project. Although all the planned activities 

were good, the trainee was bound to follow all instructions given by the library staff giving them 

limited space to be creative. The library management should consider the event or program that 

the trainee would like to organize. 
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CHAPTER 5: 

CONCLUSION 



In conclusion, the trainee has gained a lot of experience throughout her five months 

industrial training. The experience is the most precious thing since it could make the trainee 

well-prepared to work in the industry one fine day. Having the opportunity to become trainee at 

PT AR UiTM Cawangan Melaka was such a memorable moment. Although trainee did not have 

the opportunity to go to the other two campuses to undergo industrial training due to MCO but 

trainee still in touch with the officers from the two campuses where she was supposed to 

training. 

Other than that, trainee has developed a lot of skills during her industrial training. In 

previous semesters, trainee has learnt lots of theory because the courses outline does not 

mention about exposing the students with hands-on tasks. Luckily the Industrial Training (IMC 

690) subject has prepared a platform for students to apply what they have learnt during

classroom session and adapt in their working place. For example, trainee has developed her 

cataloging skill and she really enjoyed my time when she was at the Unit Pembangunan 

Bibliografik dan Pemprosesan Teknikal (UPBPT}. Even all the library staff were very helpful and 

did not get mad easily when trainee was having difficulties to understand the cataloging 

process. 

In addition, the special project conducted by herself has left a big impact since it 

was for the first time she handled a digital exhibition by herself. It was so amazing to be a 

person who responsible for completing everything even for only the project because at least she 

knew how to organize the digital exhibition from scratch. Besides, since the digital exhibition 

was a success, the network established between the public and the library management has 

been strengthened. More digital exhibition would be held but maybe by focusing to another 
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target audience from different country. The library management should consider organizing 

Pameran Digital Potensi lndustri Agroteknologi 2.0 in the near future. 

Last but not least, the industrial training has made the trainee to be more concerned on 

time management, self-esteem, teamwork, and other values. All the lessons learnt and 

experiences gained will be a treasure for the trainee in developing my personality and 

characters in becoming a more well-rounded person. Good personality traits are not learnt 

through theory but by experiencing it. It is hoped that all the experiences would motivate the 

trainee to explore more in the working arena. 
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APPENDIX A: 

ATTENDANCE 



Nama Pelatih 

No.1/C 

Nama / Alamat 
Organisasi 

Nama Penyelia 

Bulan /Tahun 

Tarikh 

1/2/2020 

2/2/2020 

3/2/2020 

4/2/2020 

5/2/2020 

6/2/2020 

7/2/2020 

8/2/2020 

9/2/2020 

10/2/2020 

11/2/2020 

12/2/2020 

13/2/2020 

14/2/2020 

15/2/2020 

16/2/2020 

17/2/2020 

18/2/2020 

19/2/2020 

20/2/2020 

21/2/2020 

22/2/2020 

23/2/2020 

24/2/2020 

25/2/2020 

26/2/2020 

27/2/2020 

28/2/2020 

29/2/2020 

REKOD KEDATANGAN LATIHAN INDUSTRI 

: NURUL FAATIHAH BINTI MOHD KAMAL KANNAN 

: 951122-04-5658 

· PERPI ISJAKAAN I IIIM MEI AKA
KM 26 JALAN LENDU 78000 ALOR GAJAH, MELAKA 

: PUAN NOOR HAYATI BINTI ABU KASSIM 

: FEBRLJARI 2020 

Waktu Masuk Waktu Keluar 

SABTU 

AHAD 

7.45 5.10 

7.50 5.12 

7.50 5.10 

7.40 5.05 

7.30 5.10 

SABTU 

AHAD 

7.45 5.08 

7.40 5.12 

7.50 5.10 

7.55 5.11 

7.35 5.06 

SABTU 

AHAD 

7.45 5.05 

7.55 5.08 

7.48 5.10 

7.40 5.11 

7.45 5.06 

SABTU 

AHAD 

7.48 5.05 

7.50 5.08 

7.48 5.12 

7.40 5.13 

7.55 5.05 

SABTU 
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Tandatangan Penyelia 









Nama Pelatih 

No.1/C 

Nama / Alamat 
Organisasi 

Nama Penyelia 

Bulan /Tahun 

Tarikh 

1/4/2020 

2/4/2020 

3/4/2020 

4/4/2020 

5/4/2020 

6/4/2020 

7/4/2020 

8/4/2020 

9/4/2020 

10/4/2020 

11/4/2020 

12/4/2020 

13/4/2020 

14/4/2020 

15/4/2020 

16/4/2020 

17/4/2020 

18/4/2020 

19/4/2020 

20/4/2020 

21/4/2020 

22/4/2020 

23/4/2020 

24/4/2020 

25/4/2020 

26/4/2020 

27/4/2020 

28/4/2020 

29/4/2020 

30/4/2020 

REKOD KEDATANGAN LATIHAN INDUSTRI 

: NURUL FAATIHAH BINTI MOHD KAMAL KANNAN 

: 951122-04-5658 

· PERPI ISJAKAAN I IIJM MEI AKA
KM 26 JALAN LENDU 78000 ALOR GAJAH, MELAKA

: :PUAN NOOR HAYATI BINTI ABU KASSIM

: APRIi 2020

Waktu Masuk Waktu Keluar 

8.00 5.00 

8.00 5.00 

8.00 5.00 

SABTU 

AHAD 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

SABTU 

AHAD 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

SABTU 

AHAD 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 

SABTU 

AHAD 

8.00 5.00 

8.00 5.00 

8.00 5.00 

8.00 5.00 
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Tandatangan Penvelia 

















untuk pembelian. 

- Proses kerja teknikal awal ( cop dan isi maklumat pembelian)

- Pembelian untuk ketiga-tiga Perpustakaan (KAG,KBM,KJM)

5. 

Pn Noor Hayati Abu 

Kassim 

5/3/2020 Perbincangan Projek Khas Pn Roslah Laman 

Cik Hazlin Ibrahim 

Khan 

Pn Maznah Maarof 

Pn Sariah Che Man 

6. 

UNIT PEMBANGUNAN BIBLIOGRAFIK & PEMPROSESAN TEKNIKAL: Pn Roslah Laman 

6/3/2020 
PENGKATALONGAN & PENGKELASAN 

Pustakawan Kanan 
- Prosedur kerja aliran tugas Unit Katalog

Prosedur kerja Pengkatalogan Asal

22/3/2020 - Prosedur kerja Pengenalan Modul Cataloguing Sistem WILS
- Prosedur kerja Pengurusan proses Copy Coto/aging
- Prosedur kerja pengurusan proses pra-katalog mengikut Tagging

RDA 

- Prosedur kerja pengurusan proses Semakan Akhir Bahan
(Final Checking)

- Prosedur kerja Pengurusan proses Release For
Circulation bahan 

- Prosedur kerja proses Membalut Kulit Buku
- Prosedur kerja pengurusan proses mencetak Barcode dan

Spine label 
- Prosedur kerja pengurusan edaran bahan ke Unit Sirkulasi dan

Cawangan
- Prosedur kerja pengurusan statistik dan log tugas

pengkatalogan 

18/3/2020 -30/6/2020 PERINTAH KAWALAN PERGERAKAN / 

WORK FROM HOME 

(COVID 19) 

7. Pn Noor Hayati Abu 

Kassim 

Pn Roslah Laman 

23/3/2020 Perbincangan Projek Khas Cik Hazlin Ibrahim 

Khan 

Pn Maznah Maarof 

Pn Sariah Che Man 

8. UNIT JURNAL & PANGKALAN DATA: Cik Hazlin Ibrahim 



TERBITAN BERSIRI Khan 

Pustakawan Kanan 

1/4/2020 - Permohonan kelulusan

- - Pesanan

14/4/2020 - Penerimaan

- Pembayaran

- Pengkatalongan

- Penjilidan

9. 16/4/2020 UNIT PERKHIDMATAN MAKLUMAT: Cik Hazlin Ibrahim 

- RUJUKAN Khan 

30/4/2020 - Kelas Pendidikan Pengguna Pustakawan Kanan 

- Pameran

- Lain-lain

10. UNIT PERKHIDMATAN PELANGGAN & PENGURUSAN KOLEKSI: Pn Maznah Maarof 

SIRKULASI Pustakawan Kanan 

Produser-produser yang berkaitan di kaunter: 

4/5/2020 - Pinjaman & pemulangan

- - Denda

5/5/2020 - Loker Berkunci

- Semakan buku baru

- Penyusunan buku

- Penyediaan Jadual & Statistik

- Penyelenggaraan Mesin Fhotostat

- Pinjaman antara Perpustakaan

- Rujukan ke Perpustakaan lain

- Prosedur Pinjaman & Pulangan A/V

- Lain-lain - Buku hilang

11. Pn Noor Hayati Abu 

Kassim 

Pn Roslah Laman 

Cik Hazlin Ibrahim 

5/5/2020 Perbincangan Projek Khas Khan 

Pn Maznah Maarof 

En Nazri Abu Bakar 

Pn Sariah Che Man 
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Encik Mohd Faizal Mohd Ramsi 
Penyelaras Latihan lndustri 
Fakulti Pengurusan Maklumat 
UiTM Cawangan Negeri Sembilan 
Kampus Rembau 
71300 Rembau 
Negeri Sembilan 

Tuan, 

l<l'f�ll,�: i,":.(•'.�I ���� 
UNIVERSITI 
TEKNOLOGI 
MARA 

ISO 9001 : 2008 No Sijil : KlJl 0500212 

Rujukan Kami : 100-KM(PRP 14/3/4/) 
Tarikh Surat : 2 Jun 2020 

ARAHAN BERKERJA DARI RUMAH (BDR) SEPANJANG TEMPOH 
PERI NT AH KAWALAN PERGERAKAN (PKP/PKPB) BAGI PELAJAR 
LATIHAN INDUSTRI FAKULTI PENGURUSAN MAKLUMAT DI 
PERPUSTAKAAN TUN ABDUL RAZAK, UiTM CAWANGAN MELAKA 
KAMPUS ALOR GAJAH 

Dengan segala hormatnya perkara di alas dirujuk. 

2. Untuk makluman pihak tuan, perkhidmatan PTAR ditutup sehingga tempoh
PKP/ PKPB tamat atau sehingga pada suatu tarikh yang akan dimaklumkan
nanti.

3. Justeru itu, pelajar yang menjalani latihan industri di PT AR iaitu Nurul
Faatihah Binti Mohd Kamal Kannan (2017370471) adalah diarahkan untuk
bekerja dari rumah sepanjang tempoh PKP/PKPB.

4. Pelajar tersebut tiada keperluan dan bukan kategori essential services

untuk hadir ke pejabat. Sebanyak tiga (3) projek telah diberikan untuk pelajar
ini laksanakan semasa PKP bermula di samping tugasan lain. Semasa tempoh
PKPB satu ( 1 ) projek baru telah dilaksanakan oleh beliau dan berstatus in
progress.
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Encik Mohd Faizal Bin Mohd Ramsi 
Penyelaras 
Latihan lndustri IM244 
Fakulti Pengurusan Maklumat 
UiTM Cawangan Negeri Sembilan 
Kampus Rembau 
71300 Rembau 
Negeri Sembilan 

Tuan. 

Unlvenhl Ttknologl MARA 
KM 26 Jt1l.1n lcndu 

78000 A lor GJj,,h 
MC'l.1h &ndolr.1y;1 Bc-,...,,.,uh 

Tri: - ssa 2000 
F•h· •606 ssa 2001 

Surat kami 
Tankh 

M� UNIVERSITI 
TEKNOLOGI 

• MARA 

100-KM (PT 141314) 
12 November 2019 

PROGRAM LATIHAN PRAKTIK PELAJAR UiTM CAWANGAN NEGERI SEMBILAN, KAMPUS 
REMBAU (TEMPOH LATIHAN: 01 FEBRUARI 2020 HINGGA 30 JUN 2020) 

Dengan segala hormat saya merujuk kepada perl<ara d1 atas. 

2. Adalah dimaklumkan bahawa. p,hak kami bersetuju menenma permohonan penama 
berikut untuk menjalani latihan praktik di UiTM Cawangan Melaka, Kampus Alor Gajah 
berkuatkuasa mulai 01 Februarl 2020 hlngga 30 Jun 2020. 

3. Untuk makluman pihak tuan, penempatan pelatih ini tidak melibatkan sebarang implikasi 
kewangan. 

811 Nama Program 
1. Nurul Faatihah 81nt1 Sarjana Muda Sains 

Mohd Kamal Kannan Maklumat (Kepujlan) 
Pengurusan Perpustakaan 

Sekian untuk malduman dan tindakan. 

Terima kasih. 

Yang benar. 

NORAMALIN�TI MD YAHAYA 
Pegawal Ek��!tt 
b p Timbalan Pendaftar Kanan 

s k  1. Puan Rozaimah Binti Mat Sidek
Timbalan Ketua Pustakawan 
Pejabat Perpustakaan 
UiTM Cawangan Melaka
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No. Peta]ar Penempatan 
2017370471 Pejebat Perpustakaan 

UiTM Cawangan 
Melaka. Kampus Alor 
GaJah 
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