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ABSTRACT 

Industrial Training, IMC690, is a mandatory subject that students of Library 

Management, IM244, need to undergo for five (5) months at an organization of their 

choice that are approved by the faculty. Objectives of the training is to provide pre

professional work experience to trainees under the supervision of the faculty and 

industry. 

Trainee has selected UNITEN IRC, an academic library, as the place for the industrial 

training. While trainee was undergoing training there, trainee was under the supervision 

of Sir Ridzuan Ibrahim, from the faculty, and Mrs. Khairun Fasehah Abd Halim, from 

the industry. For five months of the industrial training, trainee had rotation of units as 

conditioned by the faculty to enable trainee to learn and practices all the unit's task and 

workflow. Trainee started with Admin and e-Resources Unit, Resource Development 

Unit, Serials and Repository Unit, Reference and Information Service Unit, User 

Services Unit, and Technical Process Unit. 

By the end of the training, trainee is eJ...l)ected to have gained knowledge and present 

their lesson learnt as well as details on their special project executed during the 

industrial training. 
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CHAPTER ONE: INTRODUCTION 

1.1. Background 

An industrial training provides students with experience working in industries. 

Students are required to undergoes five (5) months of training under an 

organization that is approved by the faculty following its requirements; work 

should involve in information management related work. Industrial trainee has 

chosen and gets approval to undergo an industrial training at Universiti Tenaga 

Nasional (UNITEN) IRC. 

Started back in 1994 as lnstitut Latihan Sultan Ahmad Shah (ILSAS) envisioned 

by Tan Sri Dato' (Dr.) Ani Arope to grow to be lnstitut Kejuruteraan Tenaga 

Nasional (IKA TAN). From being an institute for personnel training and 

development, it then increased to diploma, bachelors, and master levels, 

attaining its current title, Universiti Tenaga Nasional also known as UNITEN. 

UNITEN, is an IPTS (lnstitusi Pendidikan Tinggi Swasta) under Tenaga 

Nasional Berhad (TNB) that offers studies and academic programmes relating to 

engineering, business and accounting, computing and informatics, energy 

economics and social sciences, and many more. 

UNITEN IRC is one of the information centers that operates under UNITEN and 

is located on the front portion of the university Putrajaya campus. It has a total 

floor area of approximately 18, 645.2-meter square. Resources and services of 

the library support the education, learning and teaching, and research of 

UNITEN staff, lecturers, and students. In addition, UNJTEN IRC is also 

committed in providing access to its service and facilities for individual 

researchers, schools, corporate organizations and the local community. 

UNJTEN TRC housed collection of materials exceeding 100, 000 printed and 

online resources, and audiovisual material. The printed materials are 

monographs, serial publications, journals, proceedings, annual report, faculty's 

syllabus textbook, reference material and many more. Online resources includes 

online database subscriptions and scanned final exam paper. 
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1.2. Organizational Structure 

Established in 1978 as Resource Centre of ILSAS, the library then evolves to 

IKA TAN Resource Centre. On January 1997, the library moved to the current 

building and uses the name UNITEN Library until the year 2019 the library 

changes to UNTTEN TRC, inspired by the Information Resource Centre (TRC) 

Universiti Teknologi Petronas (UTP) as the library strives to widen participation 

and its scope of providing information. 

Vision 

• To be a reputable academic library with a global reach in information

access.

Mission 

• Strive in delivering quality information services to stimulate advanced

research, learning, collaboration and knowledge creation within the

community.

Obiectives 

• To satisfy the teaching, learning and research requirements of customers

at the university with relevant sources of information.

• To provide excellent services to all university customers wherever they

maybe.

• To promote usage of the library to all users.

Operating Hour 

/ 

Semester Bruk 

Monday • Friday 

Satl.Wday and Sunday 

Public Holiday 

08:30 • 17:15 

Close 

CIOse 

✓ 

Figure l.l. 

During SemNter 

Monday • Friday 08:30 • 22:00 

Satuttlay and Sunday 09:00 am • 16.00 

Publle HOiiday 

UNITEN IRC operating hour. 
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Staff Directory 

Table l.l. 

UNITEN IRC staff directory 

Director Office & Administration 

Director Ruzli Zairazi 

Senior Administration Nor;ain Abu Bakar 

Resource Development Unit 

Head of Unit Md. Nazrie Md. Nor 

Senior Administration Romaizu Asbar 

Administration Fatimah Norazwana Azman 

Library Assistant Mohamad Chabar Tharchis 

Technical Process Unit 

Head of Unit Roslah Johari 

Administration Nur Atikah Azrnan Shah 

Library Assistant Ribut Suhaimi 

Library Assistant Mailalagan a/I Ponnusamy 

Serials & Institutional Repository Unit 

Head ofUnit Mohd Fuad Jamal 

Administration Sharifah Zaharah Syed Abu Bakar 

Library Assistant Elrinor Azis 

Reference & Information Services Unit 

Head of Unit Norashikin Mohamed Tahir 

Executive Mas Ayu Md Radzi 

Administration Norashikin Hj. Rahim 

User Services Unit 

Head of Unit Khairun F asehah Ab Halim 

Senior Administration Hassan Atan 

Administration Arhmal Hanim Md Razali 

Library Assistant Ngatiah Suhadzo 

Library Assistant Ahmad Mifzal Aminuddin 

e-Resources Unit

Head ofUnit Md Y azid Muji 

Administration Hazwani Iklil Mohd Nor 

3 
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CHAPTER TWO: ORGANIZATION INFORMATION 

2.1. Unit Structure 

2.2. Unit Function 

UNITEN IRC 2019 

.... ......, 

Figure 2.1. 
UNITEN IRC organization chat1. 

a. Administration Unit

This unit consist of Hj. Ruzli Zairazi, Director of IRC and Mrs. Nor 'Ain

Abu Bakar (Sr.), Adm.in Assistant. Admin unit keeps records and files

related to the library, for an example staff personal files (leave

applications, medical certificates), Key Performance Index (KPI) files,

Human Resources files of the IRC's Staff (new recruitments,

promotions, etc.), and in & out letters. Most of the files and records are

kept by Mrs. Nor • Ain, staff personal records are arranged in alphabetical

order, other IRC's documents are kept in running number, and letters are

kept according to their original reference number.

4 
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e. Reference & Information Services Unit

This unit consist of one officer, Mrs. Norashikin M. Tahir (Head of

Unit), one executive, Ms. Mas Ayu Md. Radzi, and one admin assistant,

Mrs. Norashikin Rahim. The unit is in charge of promoting the uses of

library services and facilities. Provide and assist classes on online

databases, monitor and updates social media pages of library (Facebook

and Tnstagram). In addition, the unit also takes care of the daily

newspaper (update shelf, keep-records of delivery, and disposal process).

Figure 2.6. 
Participants and instructor for literacy class on online database. 

f. User Services Unit

Members of the unit are one officer, Mrs. Khairun Fasehah A. Halim

(Head of Unit), two admin assistant, Mr. Hassan Atan (Sr.), and Mrs.

Arhmal Hanim Razali, and two library assistant, Mrs. Ngatiah Suhadzo

(Sr.) and Ahmad Mifzal Aminuddin.

The unit mainly takes charge of information counter that are located at 

the library's lobby, level 2 and special collection's area, level 5. In 

addition, the unit also monitor and maintain all library's faciliies in 

general ( edroom 1-4, all ,  al2, etc.), and special collection materials at 

level 5(theses, paper project, etc.). 

Figure2.7. 
Information Counter at 2nd Level 

7 



l!\1C 690 INDUSTRIAL TR1\INING 

g. Technical Process Unit

The unit members are an officer, Ms. Roslah Johari (Head of Unit), an

adrnin assistant, Ms. Nur Atikah Azman Shah, and two library assistant

Mr. Mailalagan P. and Mrs. Ribut Suhaimi (Sr.).

This unit receives new materials that has go through initial receiving 

process from the Resource Development Unit and enter the materials into 

library system, Koba, and make final process (Spine labelling, stick and 

activate RFID tag, and wrap books, if required) before materials can be 

placed on shelf. 

Figure 2.8. 
Spine labelling of new book with call number. 

8 
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CHAPTER THREE: INDUSTRIAL TRAINING ACTMTIES 

Throughout the industrial training, trainee had gone through diverse activity, library 

related and non-library related, that has become an experience and a learning lesson. 

Other than given duties under assigned unit, trainee also participates actively in 

programs and events held by UNITEN IRC as a whole. 

Nama prlaJar: Nurut Hanis 81ntl Ahmad Murad 
Ttmpoh : 1 Ocos 2019 • 31 Distmb•r 2019 
Mentor : H . Rudi It blratl 

ADMIN & E-l!ESOURct. 

ctua unn 

UNIT 

HJ, Ruzll Zalrazl / f:n, Vazid Mu I 

ESOURCE DEVELOPMENT 
Kctua unit. 
En. Md. Naule bin Md. Nor 
SERIALS & REPOSITORY 
Kctua unit: 
En. Mohd Fuad bin Jamal 

3.1. Training Activities 

JABATAN PERPUSTAKAAN UNIVERSm T£NAGA NASIONAL 
lATIHAN INDUSTRI 

Figure 3.1. 
Trainee unit rotation schedule. 

a. Assign Subject Headings for Students' Assignment

Trainee was given the task to assign subject headings for theses and

project paper of UNITEN's students. Trainee used LCSH book,

MALCAT, and UNITEN Koha as reference to assign the subject

headings.

Figure 3.2. 
Trolleys of students' assignments that need to be assigned subject headings. 
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Figure 3.4. 
Trainee is stamping date to return on a book that are to be lend out. 

Meanwhile, the 5th level is mainly a counter for theses/project paper and 

other special collections. In UNITEN IRC, students cannot enter the 

shelves area of special collections. They would need to acquire material 

call number and author name, writes it on a paper and pass it to staff on 

duty at the counter for them to find it on shelves instead. 

Once the desired material is found, student need to fill in the register 

book and give their student card, maximum item number is 3 at a time 

for every student. Once they have returned the material to the counter 

and writes return time on the register, students can get their student card 

agam. 

11 
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d. Create List of Disposed Materials

Before materials are to be disposed of, it must be registered on a list with

its title, barcode number, and its status in Koba at the time, and update its

status to Disposed in Koba. It is required to wear mask and glove as the

disposed materials are covered with dust and such.

Figure 3.5. 
Trainee is entering details of the material 

e. Design Graphic

Trainee was given task to create promotional poster for User Education

Program that were held by the library and also creates a front-page cover

for documents. Trainee used Canva to produce below graphics.

Figure 3.6. 
Promotional Poster by Trainee 
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Figure 3.7. 
One of Front Cover by Trainee 

f. Edit Montage Videos

Trainee was also given the task to produce videos to be played on

monitors located at the library's lobby on 2nd level. Example of videos

produced are the library promotional video, library benchmarking trip

video montage, and instructional video to access library's online

services. Trainee used PowToon online video editing platform and Quik

application to produce the videos.

g. Newspapers

When trainee was placed under the Reference and Information Service

Unit, trainee was tasked with a daily task which is stamping newly

arrived newspapers with the library stamp and replace the previous

newspapers on the newspaper stack, then store the previous newspapers

and write entty records. All of previous newspapers will be kept for a

month before proceeding to dispose by recycling it.

13 
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h. Order Entry & Receiving

Under the Acquisition Unit, trainee learns to enter book orders into Koba

and receiving delivered books. Below is the flowchart for when entering

an order:

Check in Koha whether the item 
exist already or not Yes 

• 

Search on external source like NUS, 
OhioLink. LC to copy cataloging . 

Fill in status as in process . 

• 

Add item quantity accordingly . 

• 
Fill in item's price . 

Fill in as Notes the lecturer's name 
and faculty code(Fund Source). 

Table 3.1. 
Flowchart on Order Entry. 

Figure 3.8 
New book with Barcode pasted. 

Decide whether to add 
another copy or inform 
lecturer that there is 

already a copy within the 
library 

14 
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Figure 3.12. 
Trainee scan books on shelf one-by-one. 

m. Take Photos

Whenever the library has events, programs, or classes, trainee joined and

was given the responsibilities of taking photos of the occasion. The

photos are later used to upload updates on the library's social media

platform, report, or to make video montage.

Figure 3.13. 
Photo of !RC staff that are rehearsing for the next day program that trainee took. 

n. Update Magazines Shelf

Trainee remove previous issue of magazines on shelf at level 4 and

replaced it with the newest issue. The removed magazines are then

placed in files with all the other previous issues according to its

publisher.

17 
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o. Update UNITEN IRC Website

Once the trainee has learned to use Joomla, an open-source content

management system for publishing web content, from time to time, when

requested, trainee add or make changes to the library website.

0..-INI OnliNI O.W.-

.1....,,,,,.,..0-� 

0n TMI 0.- 0Jt,ll'W,t 

"' 

• ,. u • • r • 

............. .,... . .., 

r: • i I= • ,s • !· , 

Figure 3.14. 
Trainee adds Trial Online Database category under Online Databases as requested. 

p. Spine Labelling

While trainee was in the Technical Process Unit, trainee was assigned to

stick call number of books on its spine. The spine label was then

reinforced with a layer of cellophane tape to avoid damage and ensure

preservation of the spine label.

Figure 3.15. 

Trainee placing call number on spine of book. 

18 
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q. Etc.

In addition, trainee also bas accomplished other simple tasks like

assisting Head of Unit drafting informative email, contact external

number (students, transport agency, library users, etc.), organize raw data

into infographic, rearrange data so that information can be retrieved

timely, gift wrapping, and others.

a.cacteXc:utup 

CD.«OM.D\111 10 

-lWO-

... ..,_.,_.,.... 
No-l'fpe ll 

.... ,., ..... ' 

No_.. .... 
Motl11,lnmttA ll u " JS 

-·- ' 0 

10 11 " 

TNaColl 

-_,A-� ' 

- , .... MIO .... ""° '"' .... '" 

TOTAL "" , .... ... , IOU ""' un .... Ul 

Figure 3.16. 
Stock take data that has been reorganized by trainee. 

3.2. Special Project 

• Library Website, Joomla (Individual)

.. ,., 

HSI 

,,. 

Initiated shortly after trainee started industrial training, when trainee was

under the e-Resources Unit, trainee was given the off er to make changes

to the library website and make it as a special project. After accepting the

offer, trainee explored on the ways to utilize Joomla from videos on

YouTube and the online community on Joomla website.

Joomla is an open source content management system (CMS) that is free 

and is widely used to publish web content, worldwide. Among 

organization or corporation that uses Joomla are Ikea, Harvard 

University, and even UiTM. 

19 
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The objective of this special project is to make changes to the library 

website so that it is more user friendly and less compact and produce a 

guide to navigate within Joomla. There is a need for a guide because 

there were no staff that know the ways to use the CMS as it was first 

started to be used in UNTTEN TRC by the initiative of its previous 

director, Hj. Sazali, and when he retired, he did not leave behind 

knowledge on the web content publisher. 

In addition to that, the head of unit of e-Resources Unit with ongoing 

activities and task, he did not have lots of spare time to look into Joomla 

himself. Thus, it has been a long time since the website had an update. 

The Project was divided into a few phases of change. The first phase 

would be the preparation of a guide on navigating and utilizing Joomla. 

Trainee explored Joomla and organized data and information gained in a 

PowerPoint format. Once the guide was completed, it was shared through 

email to related staff and had a meeting to explain the ways face-to-face. 

-..ea.�r--.) 

Website General Setting 

-

-

-

Figure 3.17. 
PowerPoint slide of the guide produced by trainee. 
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3.3. Other Activities 

a) 'Sembang Buku'

11\1( n90 INDllSTRI/\L TRAINING 

Problem Percentage 

Figure 3,25, 

■ Accomp,1ny1ng M,1tc11,1I 

• .Atchive M�tergls 

• 6.vcode X cukup 

CO ROM, DVD 

•ISBN 

a Item Type? St.11nd,1ird 

• M,1tcn,1� Sf)ecl1ed 

■ No Item Type 

• Not for Lo.1n 

■ No Phyilc.1il ltcm 

• Not Reg 11 KOltA 

• ProJcct P�er/Sen,1'6/Sound Journ.11 

Reference 

IBN Col 

Video/Audio C�sette 

Data accumulated are translated into graphic, 

This activity is a monthly activity that are initiated by the ICV team, a

team consisting of UNITEN IRC's staff. the objective of this program is

to encourage reading habit and sharing knowledge gained to other people

as well. In addition to that, this activity was done at the READ area

@Learning Common Area, an area that is designed under BOLD

initiative specifically for reading activities.

There will be a presenter for each month, and they will share any 

knowledge gained from a book that they have read to the audiences for 

as long as 30 minutes. By the end of the activity, presenter gets an 

appreciation prize for their knowledge sharing. 

27 
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Figure 3.28. 
Group photo of UNITEN IRC staff and rrainee at UMP library entrance. 

c) InfoHunt

This activity is under the Reference and Information Services Unit where

its objectives are to teach students on using library resources and finding

ways within the library building. It is an explore race activity that require

students to go through all the spaces available within the library. By the

end of it, students that participates will get scorun and prizes.

Figure 3.29. 
Ms. Ayu with students that has completed and are waiting for the closing ceremony. 

29 



IMC 690 INDUSTRl1\L TR1\ININC. 

CHAPTER FOUR: INDUSTRIAL TRAINING REFLECTION 

4.1. Knowledge Gained 

Throughout the industrial training, there are numerous learning experience that 

trainee has gained. The training has indeed added values and knowledge to 

trainee, enforcing and implementing theories of subject that has been learned 

into practical working environment. Below are some of the knowledge and skill 

gained throughout the training duration: -

i. Professional Communication Skill

Being in a professional working environment requires trainee to

communicate with others professionally while maintaining work ethics.

It is not only practiced during a face-to-face discussion with the head of

units and other co-workers, it is also practiced in email writing or

messaging online.

In addition, trainee is also required to communicate with other staff of 

UNITEN, students, and any other outsiders that visited the library. 

Facing with diverse type of person, trainee gained a valuable knowledge 

of communicating in professional setting. 

ii. Leadership Skill

Another knowledge gained throughout the industrial training would be

the skill to lead. Having to execute a special project, it is essential to be

able to speak up and determine the direction of the project. There would

be no improvement or update for the project if the trainee would not

speak up and take charge of it. By the end of the project, with gained

communication skill and leadership skill, the project was able to be

completed successfully.
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CHAPTER FIVE: CONCLUSION 

In conclusion, the industrial training experience has truly been an eye-opener and 

invaluable experience for trainee. UNITEN IRC has truly been a challenging and 

learning place. Trainee was very grateful to be accepted as an industrial trainee there 

and for being able to meet such kind and friendly staff, head of units, and director. 

Throughout the training, trainee was also given numerous opportunities to challenge 

self-ability and the opportunity to join library staff on benchmarking visit to other 

libraries. Trainee was also able to exercise theories and learnt skills regarding library 

management, had counter duties where trainee was able to meet and deal with all sort of 

people, and have a taste of what the working environment would be like. 
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13/09/2019 8.00 am - Arrived and had breakfast, start pasting barcode to materials of 
Gift ( 6), and receive the materials in koha. 

17/09/2019 7.47 am - Arrived and had breakfast. Starts to process books from vendor 
Nijuyon. Paste barcode and receive on koha After lunch, paste safety strip 
on the books and finalize. Then, starts to process Gift (3), receive and paste 
barcode. Due to insufficient amount of safety strip, for the meantime gift 
material are to not be paste safety strip and be on hold. 

18/09/2019 7.55 am - Arrived and continued yesterday task. whilst pasting barcode on 
Gift (3) books, ran out of tape. Asked for new one from Mrs. Norazwana, 
whom found a new box of safety strip, then was asked to continue pasting 
safety strip on books. Complete the process by lunch. After lunch, Mr. Nazrie 
informed to keep the newly discovered safety strip for to be arrived new 
books. All desktop in the office are to be updated, cannot use PC for the 
meantime it is updated. Around 3.00 p.m. starts to select item to receive as 
gift_ Then finalize receival process for gift (3) on koha 

19/09/2019 7.50 am - arrived and continue yesterday's task. When completed start to 
process Gift (9), key in entry, paste barcode, and receive on koha. After lunch 
select more books and add on basket Gift (9). 

20/09/2019 7.40 am. - Arrived and update logbook and attendance sheet. Then starts 
Y aasin reading for the retiration ceremony of Mr. Hj. Mokhtar. After that, 
continue book entry, barcode, and receival process of Gift (9).After lunch 
continue and finalize, cop BMS on sticker and place the stickers onto books 
of BMS (Muadzam). 
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Unit : Serials and Repository 

Month: 23/09/2019-11/10/2019 

Date Task/Work Done 
23/09/2019 7.50 a.m. - Arrived and wait for briefing session with Serials and 

Repository HoU, Mr. Mohd Fuad on task division within the unit, task 
done by the unit and workflow, and etc. then around 10.40 a.m. we went 
up to scan books on level 6, from here onwards it's a morning routine until 
the scanning process done. After lunch, I was assigned to list materials to 
be disposed of (Trolley 1 ). 

24/09/2019 7.50 am. - Arrived and proceed with morning routine of stocktake, 
continuing on level 6. Then, after lunch I continue to fill in the list ofto be 
disposed rnaterials(trolley 1). 

25/09/2019 8.00 a.m. - Arrived and proceed to level 6 until lunch and after that 
continued to fill in list (Trolley 1 ). 

26/09/2019 7.55 am. - Arrived and had breakfast before going straight to level 6 for 
stocktake activity. And as usual, after lunch continues to fill in the same 
list until clocks out. 

27/09/2019 8.00 a.m. - Arrived and goes to level 6 as usual and :finalize scanning 
books, transfer books with error onto a trolley and bring it to technical 
process unit on level 1. From here onwards stocktake activity is paused 
until further instruction. After lunch, continues to fill in the list. 

30/09/2019 7.55 am. - Arrived and continues filling in the list until around 11.15 a.m. 
and proceed to email the list to Mrs. Zaharah, send the trolley in to server 
room and gets the next trolley to start fill in (Trolley 2). Around 3.15 p.m. 
we were called to Mr. Yazid's office to update on individual special 
project. Each of us tells him ideas of what we think we would like to make 
as the special project. 

01/10/2019 8.00 a.m. - Arrived, continue to fill in list of Trolley 2 and around 9.00 
am. we brought fixed books up to level 5, scanned and transferred the 
books on to trolley on level 5. Then continues to go through all the racks 
on level 4 to check on any missed books/racks that has not been scanned. 
After lunch, continued to fill in list of Trolley 2. 

02/10/2019 7.56 am. - Arrived and had breakfast before continues to go through level 
4 and 3 for the stocktake activity until lunch. After that, continues and 
finalize list of Trolley 2, emailed, printed, and stored in the server room. 
Then, proceed to helping Mr. Elrinor to compile exam papers according to 
their college/studies to send for binding process. 

03/10/2019 7.57 a.m. - Arrived and had breakfast before proceeding to level 4 to bring 
down books with error and bring fixed books back up, scanned and 
transferred to its respective level. After lunch, takes another trolley with 
materials to be disposed of and continue makes list (Trolley 3). 

04/10/2019 7.41 am - Arrived at Admin Building and had breakfast before heading 
to UCC to make security card. Around 9.15 a.m., arrived at desk and 
continue to fills in list of disposal material (Trolley 3). Then around 11.20 
am. I went up to take scanner on level 2 and scan books that were not 
fixable before. When its not fixed then to, Mrs. Ribut and I went to Mr. 
Nazrie office and reports of the problem-> brings to Mr. Alagan to change 
RFID tag, no changes -> sees Mrs. Fasehah and reports the problem -> 
brings to Mrs. Ngatiah to try scanning one of the error book, no problem 
detected with scanner on circulation counter-> reports back to Mr. Nazrie 
and Mrs Fasehah on the next day and Mrs. Fasehah forward the problem 
to the scanner's vendor to get solution. After that, I continued and finalize 
list of Trolley 3 and takes the next Trolley 4. 



07/10/2019 7.54 am. - Arrived and continues to fill in list of Trolley 4. 11.05 am., 
scanned other fixed books and transfer it back to level 6, get the remaining 
error books from level 6 and send it to level 1, technical process unit. After 
lunch, continues to fill in list of Trolley 4 and finalized it before taking the 
next Trolley 5. 

08/10/2019 8.00 am. - Arrived, finalized list of Trolley 5, emailed, printed and stored 
in server room. Then proceed to take vacant trolley on level 4 in the serial 
area to fill with materials to be disposed in the server room and start list 
for Trolley 6. Items that has its record on koha are to be changed its status 
from available to disposed. Paused the entry of list of Trolley 6 to change 
records of all previous trolleys of materials to be disposed. 

09/10/2019 8.00 am. - Arrived and continued previous task until finish and continue 
to fill in list of Trolley 6. 

10/10/2019 7.50 am. - Arrived and finalized, emailed, printed and send back the 
trolley into the server room. At 11.50 a.m., Mrs. Zaharah and I bring newly 
arrived and processed magazine up to level 4. New magazines replaced the 
previous issue of subsequent magazine. Previous issue of the magazines 
are then stored into its respective folder before compiling and bound it into 
a set. 
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• 30/10/2019 8.00 a.m. -Arrived, stack and store .newspaper, and add content to About 
Library Slides and forward to Mrs. Norashikin's email upon completion. 
Construct an email invitation draft and update it's l!OOl!le form with new dates. 

31/10/2019 8.00 a.m. -Arrived and stack and store newspaper. Design UEP promotional 
poster and finalize email invitation draft. Summarize publication 
unit/department of UMT and UMP and forward through email. Fill in Memo 
Template with new details from new paperwork. 

0 l/ l  l/2019 8.00 a.m. -Arrived and stack and store newspaper. Construct draft of layout 
on website to display event posters and new facilities at UNITEN Information 
Resource Centre. 

0 4/11/2019 7.47 a.m. - Arrived, stack and store newspaper, and had breakfast. Call a 
travelling agency to enquire on quotation for transportation service. Update 
program tentative and email to the travelling agency. Edit letters to be sent to 
UMT and UMP, added with details of each university. Afternoon, take keys 
to ALI with USB containing slide to prepare for a visit from UiTM Rembau. 
From 2.40 p.m. till 4 .40 p.m., assist Mrs. Norashikin on briefing session and 
library tour. 

05/11/2019 8.00 a.m. -Arrived, stack and store newspaper, and had breakfast. Organize 
and make companson of budget from approved and actual budget. 
Accompany and observe Mrs. Norashikin assisting a student with EzAccess 
lol!in oroblem to online database. 

06/11/2019 8.00 a.m. -Arrived, stack and store newspaper, and had breakfast. Search for 
accommodation options for upcoming library visit at Terengganu and draft a 
facebook post of online quiz winners. Afternoon, brainstorm on ideas for 
library promotional video. 

07/11/2019 8.00 a.m. -Arrived, stack and store newspaper, and had breakfast. Construct 
storyboard for video content and starts shooting for video opening on the 
library entrance. Then continues to shoot facilities in librarv. 

08/11/2019 8.00 a.m. - Arrived and had breakfast. Edit videos that has been transferred 
and joined a talk session held within the library. After lunch, accompany and 
assist Miss Ayu for PEEP Talk at CES. An information skills class that details 
on using OPAC, Online Databases, and accessing Past Year Exam Paper 
Online through DSoace. 
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Unit 

Month 

Date 
09/12/2019 

10/12/2019 

12/12/2019 

13/12/2019 

17/12/2019 

18/12/2019 

19/12/2019 

20/12/2019 

23/12/2019 

24/12/2019 

: Technic&l Process 

: 09/12/2019 - 27/12/2019 

Task/Work Done 
8.00 a.m. - Settles in at Technical Process Unit cubicle area and waits for 
further instruction as trainee was informed by Ms. Atikah that the HoU was 
not available for the day. Around afternoon, was asked to fill in and assist 
lnf ormation Counter at 2nd level and 5th level, lunch hour at level 5 and the rest 
of the day at level 2. 
8.00 a.m. - Morning, participates with the library activity 'Sembang Buku' and 
gets ready i<u given task as an emcee for the next program, Birthday 
Celebration of IRC 's Staff from month July to December 2019. Upon finishing 
all the activity and program, went to meet the HoU of Technical Process Unit, 
Ms. Roslah for unit briefing and receive tasks. Was given the task to assign 
subject headings for theses/project papers ofUNITEN students. 
Theses/project paper done today = 12. 
8.00 a.m. - Morning continues assigning subject headings to students' 
assignment. In the afternoon, take scanner to scan new books/reference 
collection books that are to be put on its shelve accordingly. Then continues 
to assign subject headings. 
Theses/project paper done todav = 17. 
8.00 a.m. -There were no other particular task and just assign subject headings 
all day long. After lunch, went to see Ms. Atikah for a while to ask on how to 
enter material's details on Koha. Ms. Atikah demonstrate method on entering 
a project paper's details from material type to its subject heading and call 
number in Marc. 
Theses/project paper done today = 28. 
8.00 a.m. -Arrived and continues to assign subject headings as usual, no other 
particular task were given. 
Theses/project paper done todav = 26. 
8.00 a.m. - Continues assigning subject heading, during lunch hour assist at 
lnf ormation Counter and had lunch when done. After that, continues assigning 
subject headings. 
Theses/project paper done today = 27. 
8.00 a.m. - Assign subject headings all day long, no particular task was given. 
Theses/project paper done today = 36. 
8.00 a.m. - As it has been for past few days, assign subject headings all day 
long. In around 11.00 a.m., was called to level 4 regarding a request for 
additional briefing session from Mrs. Ain on Administration Unit under 
UNITEN IRC. 
Theses/project oaoer done today = 29. 
7.54 a.m. - Arrived and continue to do as usual, subject headings assigning 
for all day long. For a short time, had an interview session with Ms. Atikah 
and Mrs. Ribut on the task and its division within the Technical Process Unit. 
A lot information was received by the end of it. 
Theses/project paper done today = 32. 
7.55 a.m. - Arrived and continues assigning subject headings. Trolley of 
theses/project paper with subject headings were moved to Ms. Atikah's 
cubicle to be entered into the library's system, Koha. Then, assort and arrange 
the theses/projectpaper according to its authors name, alphabetically to ease 
assign its cutter number, and then continued to assign subject headings to 
them. 
Theses/project paper done today = 21. 
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