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ABSTRACT

The purpose of this documentation is to report the activities undergone by the
student during the industrial training for five months in Perbadanan Perpustakaan
Awam Kelantan (PPAK). The report includes daily task assigned to the trainee such as
cataloguing, circulation, data key in, and handles the activities. Moreover, the most vital
part is where the trainee has been assigned with a special project which is to make over
the children playroom so that it could give a new environment and comfort to the
children. The objective of this make over project is to ensure that room is relevant to the
library purpose in encouraging children to read while playing. The purpose of this
project is to attract children to become more active and encourage their reading since
PPAK is more focused to improve reading among the children in early age by

organizing various kind of activities for them.



ACKNOWLEDGEMENT

N ;
\ ) -
s "\"'"/ ‘ﬁ»/ P

Alhamdulillah, thanks to God for his bounty could also eventually accomplish
the task that was given to us. After been through many ups and down to finish this
report, I hope I had given the best result. Other than that, I would like to state an

appreciation to thank everyone who has helped me whether it was directly or indirectly.

Special salutation goes to Encik Mohd Qari bin Abdullah as my industrial
supervisor who has given the best knowledge that he could and exposed me with new
levels of experiences. Not to forget, a great appreciation to Perbadanan Perpustakaan
Awam Kelantan (PPAK) for giving me this opportunity to undergo industrial training

roughly for five months in their organization.

Special thanks to Puan Jashira bt Jamin as my lecturer of supervisor in pouring
all attentions that I need in completing my project and this report accordingly to the
right specifications. The best appreciate to Encik Mohd Faizal bin Ramsi, the industrial
training coordinator, for guiding me to the right path in completing this industrial

training excellently.

Other than that, I would like to thank to my family members for giving me the
fullest support in terms of moral and financial to make sure I complete this project and
industrial training. Last but not least, thanks to all my friends who has given the best
support during my hard times and to share their knowledge, ideas and opinions to
improve my report writing and the special project



1.0

2.0

TABLE OF CONTENTS

Declaration
Abstract
Acknowledgement
List of Tables
List of Figures
List of Appendices
INTRODUCTION
1.1 Objectives of Industrial Training
1.2 Background of the Organtzation
1.2.1 History
1.2.2 Location
1.2.3 Logo
1.2.4 Objectives of the Organization
1.2.5 Mission, Vision, Motto and Tagline
1.2.6 Client Charter
1.2.7 Opening Hours
1.3 Organizational Structure
1.3.1 Organizational Chart
1.3.2 Facilities
DEPARTMENTAL STRUCTURE
2.1 Management Service Department
2.2 Collection Development Department

2.3 Planning and Development Department

PAGE

ii

111

Vil

Viii — X1

X1l

1-23

10-23

24 -13]

24

25

26



