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ABSTRACT 

Student of Faculty Information Management are compulsory to undergo practical 

training in order to complete their degree studies. Students are giving freedom to choose 

any organization that related to the field. As my major in Information Science (Hons) 

Library Management (IM244), I was choosing lnstitut Pendidikan Guru Kampus Gaya 

Library to be my internship training for 5 months. In this report, I have including all about 

the organization background and all the activities that I do and also the special projects 

that I was completed for the lnstitut Pendidikan Guru Kampus Gaya Library. I also attach 

some appendices as references for the readers. 
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CHAPTER 1: INTRODUCTION 

1.1 IPG Campus Gaya Library Background 

lnstitut Pendidikan Guru Kampus Gaya Library is managed under the 

administration of the Sabah State Education Department. This is one of academic 

library in Sabah which produces many types of teachers around Malaysia such as 

chinese teachers, mathematics teachers or primary school teachers. IPG culture is a 

brand to aeate and produce teacher who pradice seven dimensions of culture which 

is culture of science, leadership culture, professional work culture, moral culture, 

caring culture, healthy living culture, and lasUy aesthetic culture. 

Professional learning community in Gaya is a culture of collaboration and a lifelong 

effort towards enriching the hearts of education, the lecturers whose impad in future 

teaching and learning rest on the teachers that graduate from this Campus. The 

location of the lnstitut Pendidikan Guru Kampus Gaya library is strategic, located not 

far from Karamunsing shopping complex, Luyang town, Queen Elizabeth Hospital and 

State Museum. lnstitut Pendidikan Guru also many other branch from all around 

Malaysia such as IPG Rajang from Sarawak Zone and IPG Pertis from Northern Zone. 

Figure 1.1.1 (a) lnstiM Pendidikan Guru Kampus Gaya 
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KAMPUS GAYA LIBRARY 





































pNDUSTRIAL TRAINING - IMC6901 -

CHAPTER 2: ORGANIZATION INFORMATION 

2.1 Circulation Department 

Circulation department was one of the most important departments in any library 

around the world. IPG Campus Gaya have this circulation department whereby in this 

department, it provides lending services, renewal of materials from library and also the 

payment of fines if the materials are being return late by patrons. If the patrons have 

already late to send their borrowed books or other materials, a reminder notice will be 

sent to patrons using letters for the staff and using short message service (SMS). If 

the patrons late. they will be charged fine around 20 cent per day. 

2.1.1 Function of Circulation Department 

► Lending and Checkout of materials to library users.

► Checking- in materials returned.

► Charging and receipting the overdue fines.

► Writing and dispatching overdue notices.

► Process user's cards for authorized outside persons.

► Registering validated users.

2.2 Acquisition Department 

Acquisition department in IPG Campus Gaya Library are a place where they will 

maintain a high quality reference collection. They will also identify some ne\N materials 

to ensure the strength and balance of the collection. Furthermore, this department also 

responsible in making sure to maintaining the appropriate records so that it can help 

the staff to easily retrieve some records easily when it was needed by patrons. 

Moreover, acquisition department are also providing an up to date selection of 

collections and tools which are needed in the library. 

NORATIKA BINTI SHAHRIN I INSTITUT PENDIDIKAN GURU 
KAMPUS GAY A LIBRA RV 







pNDUSTRIAL TRAINING - IMC690] -

CHAPTER 3: INDUSTRIAL TRAINING ACTIVITIES 

3.1 Industrial Training Activities 

3.1.1 C lrculatlon Department 

1st August 2018 was the first day for my internship. On this day, me and my partner 

have come to reporting our duty in lnstitut Pendidikan Guru Kampus Gaya (IPG 

Campus Gaya) to meet with the director. We were welcomed by Puan Sarina which in 

one of our supe,visor and was brought by Encik Shahimin to meet the Diredor of IPG 

Campus Gaya. We have been told that we will be assigned at circulation first before 

the other department. 

The next day. we were having a little briefing about our work nature and routine that 

we will have along another five months. We will be put under 2 supervisors which is 

Encik Shahimin and Puan Sarina because both of them are librarian which have the 

right quafification to supervise our work. Encik Shahimin told us that in the future, if we 

will also have been assigned on different kind of works not just specific on our 

department job because he will give works according to availability of the works and 

our times because there will be a time where students and staff are not available in 

IPG Campus Gaya because of some occasion. 

Figure 3.1.1 (a) First Day on Reporting Duty to Director 
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CHAPTER 4: INDUSTRIAL TRAINING REFLECTION 

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

During my journey in experiencing working here in IPG Campus Gaya library, I 

applied my knowledge that I get from my degree studies in Bachelor of Information 

Science (Hons.) Library Management Before this, I only learn about theory and only in 

the classes that I've attended. But here during my internship experience, I can use the 

things that I learn and use it to enhance my skills inside the real environment of library 

industry. 

By doing many types of practical tasks, I gain more and more experience which 

makes me automatically can adapt within this library industry and community. 

Moreover, the skills that I gain during my internship can help me to understand better 

to always avoid even minor mistakes so that it can makes the works will be easier to 

conduct without problems. In addition, I can use the skills that I learn as one of my 

strength and use it to prove that I am qualify to stay in this library industry when I want 

applied to works within this industry. 

I also get to experience myself on how to do multitasks works under pressure like 

handle on how to solve problems right on the spot During my internship, I also get to 

improve my personal skills such as critical thinking, problem solving, flexibility and 

dependable. Besides that, my interpersonal skills also improving and this help me to 

interact well with the other staff here in IPG Campus Gaya library. Furthermore, the 

environment in teach me to always follow the working ethics where I must come to 

work right on time, do tasks according the right guideline and must follow the dateline 

which have been given and many more. Thus, for this 5 months of internship, I have 

been exposed to many types of library sectors and department and understand on 

how library staffs tasks were being done. 
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5.0 CONCLUSION 

For this 5 months internship, has been a very memorable journey for me because I 

have learn so much new things along the way. To sum up all my experience for all 5 

months, I can say that it makes me change my mindset and tum me into different 

person than when I was still a normal student who only knows basic knowledge for 

library industry. Furthennore, I really love the environment and all of the staff here in 

IPG Campus Gaya which never feel tired to give guidance to me. 

During my internship, here, I see that working environment is very different from 

uni\lersity environment because they have different structure. Besides that, in working 

environment also shows me that interpersonal skills is very important to ensure that 

we can have the harmony inside office without any stress. If I have good oonnections 

with all of the staff in the office, my heart will always feel ease and I don't feel any 

burden when I was given any tasks. This is because even when I get a difficult tasks, 

the staff in here will always help me by giving their guidance towards me. 
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