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ABSTRACT 
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The purpose of this documentation is to report all activities conducted by the trainee during 

Industrial Training for about 5 months at the Perpustakaan Sultan Salahuddin Abdul Aziz 

Shah, Selangor. This report encompasses the experience in handling daily tasks and 

undertakes special projects provided by the organization during 5 months industrial 

training. From this report, it can measure how far the trainer understands and uses what 

they learn throughout the industry. This report is written in detail and activities are 

classified into categories to make it clearer and easier to understand 
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1.0 INTRODUCTION 

1.0.1 Introduction of Practical Training 

The subject of Industrial Training (IMC690) is a compulsory subject for every final 

year students. This Industrial Training is a way to make sure students can graduate from 

university. The intention of industrial training is to give students working experience for 

five months until the end of the internship. Industrial training enable students to face the 

real working environment with tasks and responsibilities given to them. The industrial 

training give them a lot of practical knowledge and work that they cannot get during their 

study. Other than that, the industrial training can help to add enthusiasm and commitment 

of students toward the work life. It plays a vital role in preparing the students for a 

professional career in the future. 

The students are expected to contribute their skills and knowledge to the 

organization that they are attached. Students will be given tasks depending on which 

departments they are attached. They will get the opportunity to learn a lot from the 

professional staffs. The students will work under the supervision of professional staff who 

will lead them on the tasks given. Other than that, this industrial training will increase the 

communication skills of the students where they have to interact will all level of staffs. An 

Industrial Training programmed is relevant to a student's personal career interests and to 

improve their marketability after graduation. 
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1.0.2 Objective of practical training 

The objectives of industrial training are as follows: 

❖ To help students preparing for future professional career in the future.

❖ To provide students with working experience in the realistic work environment.

❖ To give students practical application of knowledge that they cannot get during their

study.

❖ To add the enthusiasm and commitment of students toward the working life.

❖ To enhance students' knowledge of a particular areas of their field of study.

❖ To increase the communication skills, leadership skills and teamwork while

working with all level of staffs.

❖ To encourage students to apply the knowledge and skills that they learned at

university.

❖ To help students to become a discipline and responsible person towards job and task

given to them.
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Shah Alam Polytechnic Library is now known as Sultan Salahuddin Abdul Aziz 

Shah Polytechnic Library (PSA). This library is open to its users at January 1998 and 

was inaugurated on October 12, 1998. This library serves all students and PSA staff. 

This library building has a floor area of 2624 square meters and is capable 

accommodating 400 users at a time. Helps produce creative partial professional energy 

and the competitiveness of the sera has its own personality. 

1.2 Vision, Mission, Motto and Quality base of PSA 

1.2.1 Vision 

The PSA is the Centers for Excellence in Education and Training. 

1.2.2 Mission 

Involving Excellent Job in Developing Human Capital. 

1.2.3 Motto 

PSA: KEY ELECTION POLITECHNIC. 

1.2.4 Quality Base 

The PSA is committed to ensuring efficient and effective service delivery to customers 

through teamwork, continuous reviews and improvements. 
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1.3 Objectives of PSA 

❖ Detect, acquire, process, collect, storing, managing, providing and distributing

resources appropriate, quality and up-to-date in all programs organized by

polytechnics.

❖ Providing excellent library services in line with the development of information

technology.

❖ Creating a conducive environment for attracting, cultivate, cultivate interest in

reading and cultivating knowledge among campus citizens.

❖ Helps produce creative partial professional energy and competitive and have

high self-esteem.

1.4 Opening hours 

During semester 

Monday-Thursday 8.30 am - 6.00 pm 

Friday 8.30 am- 5.00 pm 

During exam 

I Monday- Friday 8.30 am - 10.30 pm 

During semester break 

I Monday - Friday 8.30 am - 5.00 pm 
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During semester break, the library only open during office hours only. Time rest is at 1.00 

pm until 2.00 pm except on Friday which is 12.15 pm until 2.45 pm. The library closed on 

weekends and public holiday. 

1.5 Location of library 
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Figure 2: Location map of PSA 
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1.6 Organisational Chart of PSA library 

The library unit has 7 staff members. Consist of two Senior Librarian S44, as well as 

support staff Assistant Librarian S29 and 4 S 19 Librarian Assistant. 

[I� PuanNurul 
Farhah bt Dilaiil 

Assistant 

� � 
� Puan Norlina bt

Ahmad 

Figure 3: Organizational chart of PSA 
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2.0 Organizational information 

Perpustakaan Politeknik Sultan Salahuddin Abdul Aziz Shah is a small library. 

The library not divide the department as they are only have 30 000 of collection. All 

work from cataloguing to acquisition are done by the chief library and library 

officer. 

The trainee has been explained orally by the library staffs about the function of 

every work course. Chief Librarian which is Puan Nor Hayati bt Majid already 

explained about all the function of every department or work course. Every month 

the trainee will be learnt different work course. This can help the trainee to learn 

and understand about duties in every department. 

a) Circulation department

Circulation department in PSA in done by every staff in library. Everybody

will take tum to be assigned at the circulation counter. The function of

circulation department is that of circulation control. This is defined in a

classic text as "that activity of the library, which, through personal contact

and a system of records, supplies the reader with the books wanted. (Rach,

2018). The second function is role of circulation services is that of public

relations. Often the first contact people make with a library is at the

circulation desk, the centre of library activity for most customers.
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2.1.1 Responsibilities 

Chief librarian 

❖ Coordinates activities of library branch or department, and assists patrons m

selection and location of books, audio-visual materials, and other materials: Trains

and directs workers in performance of such tasks as receiving, shelving, and

locating materials.

❖ Examines book reviews, publishers' catalogs, and other information sources to

recommend material acquisition.

❖ Searches catalog files, biographical dictionaries, and indexes, and examines content

of reference materials to assist patrons in locating and selecting materials

❖ May assemble and arrange materials for display.

❖ May prepare replies to mail requests for information.
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Senior Librarian 

❖ The Senior Librarian is responsible for the management, development and

promotion of the library.

❖ They are responsible for helping support colleagues within the department and for

Participate fully in the work of the department. Furthermore, they should help

promote a working atmosphere which encourages cooperation and values the

contribution which individuals make to the work of the department.

❖ Analyse current educational initiatives and trends in library and information

services so that the service is based on the best and most up-to-date information and

methods.

Library officer 

❖ To be responsible for coordinating and carrying out duties relating to the delivery of

library and enquiry services.

❖ Quality assurance in the recording of all enquiries received by Knowledge and

Information Services.

❖ To contribute to, and identify opportunities for, the development of Knowledge and

lnfomrntion Services to help improve or change working practices.

❖ To maintain a collection of promotional materials and library products, and to

support distribution.
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Figure 66: Trainee with chief library at PSA booth 

3.2.8 Karnival Mari Membaca dan Hari Terbuka Univeristi Teknologi Malaysia 

(UTEM) 

Trainee also takes part in Kamival Mari Membaca dan Hari Terbuka Univeristi 

Teknologi Malaysia (UTEM) held at UTEM, Kuala Lumpur on 27
th 

November 2018. This

event aims to encourage the youth to continue reading in an effort to enhance knowledge as 

well as to know UTM Kuala Lumpur in close proximity. 2 library staffs which is our chief 

library and a staff come together with practical students to join together at the event. 25 

students of PSA also join together to go to UTEM Kuala Lumpur .PSA also provide a bus 

that can fit to 30 people to go to the event. There are many activities held at the event. All 

the activities can help us to improve our knowledge and make a new friends. Some of the 

activities are: 
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4.0 Industrial training reflections 

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

Industrial training is a medium for trainee being exposed to real nature of work.It 1s 

good for students who has none of working expenence to learn about working 

environement. After 5 months doing an internship at Perpustakaan Politeknik Sultan 

Salahuddin Abdul Aziz Shah (PSA), I gained a lot of knowledge and experience. Even 

though it only a small library, but doing internship at there is such a good place. 

Throughout the working time, I also learn a few skill and gain many experience in real 

work realms. 

A. Self-esteem and soft-skill

The trainee has also gained self-esteem skill during training at PSA Library. For

instance, doing an information literacy class encourage me to communicate with

many people especially students. In this project, I learn how to control my self

during teaching for almost 30 persons in one time. Puan Nor Hayati also have gave

trust us to conduct a class in this such big project.

Other than that, I also communicate with other users such as lecturers or outsider

that came to the library. Being assigned in circulation desk make me realized that in

order to experience the real nature of work, we must have confidence to approach or

being approach by someone.

B. Professionalism

Another skill that trainee gam during industrial training 1s professionalism.

Government institutions are common with professionalism attire and attitude. The

INDUSTRIAL TRAINING (IMC 690) I NUR YULAIL Y SAMARUDIN 

(2015263422) 



trainee has learnt a lot about professionalism especially in attire. At the faculty, the 

trainee is always wear casual and only wear formal attire during presentation or 

special occasion. Nevertheless, during training the trainee needs to looks 

professionalism everyday by wearing proper clothes to go to the library. Besides 

that, the trainee always put in mind to get professionalism skill with all the staff. All 

staff are very nice to us. So even though they are very nice, we must stay 

professional in doing our work. Within 5 months, I learnt how to respect people 

more and ask permission from senior before start the work so that I can avoid from 

doing any mistake. 

C. Team work skill

I also gain team work skill with other trainee during training at PSA library. In 5

months training, team up with other trainee improve my team work skill. In order to

complete the job within the time, we need to work together to make sure that

everything is finish nicely according to what the organization want.

For instance, in decorating the library, we are responsible to decorate the library

themselves. So in order to make sure that the result is satisfied by all staff, we think

together and prepare all stuff for decorate the library. Thus, teamwork and

responsibility are connected value gained by the trainee during five months of

industrial training.
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D. Multi-tasking

Other than that, I also got exposed with multitasking work where we have to do

many works at the same time. This is normal as any worker should have the multi

tasking skills to become a really competent worker. So, through the industry

training, I get to learn on how to manage my time to do the multiple tasks at the

same time. This gave me an experience to do the multiple tasks at bare minimum.

4.2 Personal thought 

Trainee thoroughly enjoyed the internship at PSA library and now have very 

valuable experience. This will help when looking for jobs and needing references. 

There are many experiences and knowledge that trainee have gained over the 

industrial training period. In this section, trainee would discuss about personal 

taught and opinions that trainee felt during doing industrial training. 

A. Workplace environment

During 5 months practical m library PSA trainee feel happy with the

environment around the workplace. The environment are really comfortable

for a student to experience a real nature of work. PSA library have a

complete facilities for training to complete their training industrial. In the

library, there are already provide toilet and surau for everyday used. Library

staff and user not have to walk outside to search the toilet and surau because

it already be provided by library itself. In the office also provide a pantry

and surau that located in the office for staff use only. This can make trainee
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more comfortable to rest during off time. Organization also provide a 

specific place and a computer for a trainee to do work comfortably. There 

are proper equipment was prepared for trainee like computers, networking 

site and working tools such scissors, punch-hole, staplers and others. 

B. Friendly staff

Open communication was one of the strongest and most apparent skills that

trainee learned during the internship. When trainee first started interning,

trainee was intimidated and nervous to ask too many questions because too

shy to ask for help with something. Luckily trainee got over that fear quickly

because all the staff are friendly and very helpful. They treat trainee as their

sister. They explained and help trainee in complete the job. They helps us

and teach how to cooperate with the user in a good way. The users or

students at the PSA also are very friendly. Students and other staff always

greet us with smile.

4.3 Limitation and recommendation 

During 5 months training at PSA library, trainee realized there are some limitation 

that library can improve. 

1) Budgets

The library has experienced the lack of budget this year because of the

economic situations. This year is the least budget they got from the
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government. So, there is limitation for them to purchase books to the 

collections or do any activities that required them to use money. 

Recommendation 

As the library is having less budget, they have to do something to generate 

the income for the library. Staff can do some fundraising to generate money. 

Library generate can income by held some events such as "Garnes Day" or 

"Library Open Day" in the library with and sales some book or stuff that 

students like. 

2) Lack of equipment for disability students

The library are not have any equipment for disability students. In PSA, there

are some students that have disability so it really important for library to

have an equipment for them.

Recommendation

Library need to provide a special equipment that disability students can use.

Library also can make a signage that show the step to use the equipment.

Other than that, organization can held a special class for every staff that can

learn about how to deal with disability students so that they can help the

students more comfortable.

3) Not up-to-date for serial collection

The library are lack in update the serial collection. All the magazine, journal

and any proceedings are not up-to-date for students to use. Moreover, library

also not subscribe have any online database. So it become hard for students

to search any information such as article for their assignment.

Recommendation
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PSA library need to update their serial collection. An up-to-date collection 

can encourage students to come and read. This also important for them to 

know the up-to-date information in order to do their assignment. For o�line 

database, it is not compulsory for an organization to subscribe, but at least 

they always do a class for a students to know where to search any site that 

can be trusted. Library also can put the website as a front page in every 

computer so that it easier for students to use. 

4.4 Conclusion 

Industrial training is essential for fresh graduate to gain practical knowledge and 

applied knowledge, content, skills gained at the faculty. The time frame of this 

training is appropriate for me to gain skills and adapt to working environment. The 

five months spent in PSA Library has given a really wonderful and meaningful 

experience for me as an internship students. It give me the opportunity to face the 

real working environment with tasks and responsibilities given for me. The 

industrial training give me a lot of practical knowledge and work that I cannot get 

during my study at the university. Other than that, the industrial training has gave an 

encouragement for me to become more prepare for a professional career in the 

future. Through the internship training, it has offered me the opportunities to learn 

and develop myself in many areas. Other than that, I am also managed to improve 

my library skills and soft skills. Lastly, through practical training, I have gained an 

exposure to systematic work coordination with the environment that is filled with 

friendly staff that are always be there to help me when needed. 
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