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ABSTRACT 

This industrial training report consists of four chapters that includes the introduction, 

organization information, industrial training activities and conclusion. I have made 

application to do industrial training at an academic library which known as Perpustakaan 

Tengku Anis, UiTM Cawangan Kelantan. Industrial training started from 1st September 2022 

untill 31st January 2023. Within the five months of practical training at the library. I was 

given tasks that related to library field. On the first day I reported myself at the library, Mrs. 

Norfitriah Mat Seman that positioned as the Librarian and my supervisor in Perpustakaan 

Tengku Anis (PTA) give the industrial training schedule by. Moreover, I gained many 

knowledge, experiences and new skills especially when I was training under different 

department at Perpustakaan Tengku Anis (PTA) such as Customer Service Unit, Corporate 

Communications Unit, Digital Library, Organizational Administration, Branch Archives Unit 

and Library Materials Planning and Development Unit. During industrial training I was able 

to experience the work environment in library field. 

Keywords: Perpustakaan Tengku Anis, UiTM Cawangan Kelantan, Library, Practical 

Training, PTA Department. 
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ORGANIZATIONAL STRUCTURE 

 

1.1 Introduction 

Industrial training is a course that must be done by all the final year bachelor degree’s 

students of Bachelor of Information Science (Hons) Library Management which also 

known as IM244 program. Students need to experience five months of industrial training 

which started from 1st September 2022 until 31st January 2023 in order to fulfil the 

requirement of the academic course subject of Industrial Training under the code IMC690. 

Moreover, students were given option to choose two organizations as placement of 

industrial training. As for that, I have to hand it to my lecturer first as she wants to make 

sure that the documents were complete. Then, after I got approval from my lecturer, I 

proceed to send the documents of application to the organization. As for that, I had 

chosen to apply at Perpustakaan Tengku Ani, UiTM Cawangan Kelantan as a placement 

for my industrial training and fortunately they accepted my application. From this 

industrial training, I was expected to experience and contribute as much as I can along the 

five months’ duration of this industrial training at the organization that I had choose. Thus, 

I was required to prepare an industrial training report that consists all the activities I have 

involved and my contribution throughout the industrial training. 
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1.2 Background of the Organization 

 

1.2 Background of The Organization 

 

Figure 1.1 The building of Perpustakaan Tengku Anis 

 UiTM Library Machang Campus, Kelantan was established in 1985 at Kijang Campus 

and has moved to Bukit Ilmu's permanent campus starting in 1996. On 25th July 2008, UiTM 

Kelantan Library was rebranded and given named as Tengku Anis Library (PTA) in 

conjunction with the Former YMM Raja “Perempuan” Kelantan, Tengku Anis Ibni Tengku 

Abdul Hamid. Apart from that, UiTM Library Machang Campus also plays an important role 

in supporting all learning, teaching, research and knowledge development programs by 

providing various types of services, diversity of collections, technology and up-to-date 

information. Moreover, Tengku Anis Library (PTA) WAS Operated by Deputy Chief 

Librarian Mrs. Alina Binti Hussein and assisted by Two Senior Librarians and supported by 

22 support staff. In addition, this library also has upgraded its operations and library system 

from the ILMU system to the WILLS system from May 2017. Tengku Anis Library (PTA) 

also has a branch library which is at the Kota Bharu Campus that knowns as Tengku Anis 2 

Library and headed by Madam Rosmariyati Ab Rahman as Senior Librarian and 6 staff 

members. 
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1.3 Logo Description 

 

 

Figure 1.2: Logo of Tengku Anis Library (PTA) 

 

Figure 1.2 Logo of Tengku Anis Library 

This logo consists of 4 main colours: 

 Dark blue means the maturity of an institution of higher learning that offers various 

levels of study 

 Purple symbolizes global excellence in knowledge 

 Yellow symbolizes the sovereignty of the Malay Rulers and the Malay struggle in 

brighten the quality of education 

 White means the purity of knowledge offered to students 
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Description of every part in the logo: 

1. The complete rectangular diamond shape at the top of the five books symbolizes the 

quality of the results of knowledge acquisition at University Technology MARA. 

2. Five forms that resemble books that rise to the top symbolize the diversity of fields of 

knowledge and the diversity of levels of study offered such as Certificates, Diplomas, 

Bachelor’s Degrees, Master’s Degrees and Doctor of Philosophy Degrees. These five 

forms also symbolize the Pillar of Islam which are the core of student development. 

3. The book placed on the ‘rahal’ became the basic for the formation of the University 

Technology MARA logo. The use of books symbolizes the source of knowledge. 

As an institution of higher learning, the core of all knowledge. Included in the field of 

science and technology presented to students is based on the knowledge of the Qur’an 

and the Sunnah. 

4. The use of ‘rahal’ symbolizes the university as a square to import and transmit 

knowledge 

5. Two dagger cross symbolizes the sovereignty of the Malay Rulers and the Malay 

struggle to uphold excellence and sovereignty of the nation 

6. The shape of the semi-polished diamond is symbolic of the role of University 

Technology MARA to develop native to become a nation that excels, works hard and 

is pious. 

7. The round shape in the overall shape of the logo symbolizes MARA university of 

technology as a global, superior and competitive university. 

8. The name of the library is added at the right of the logo because all of the UiTM’s 

units or departments used the same logo. 
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1.4 Organizational Structure 

An organizational chart graphically represents an organization's structure, 

highlighting the different jobs, departments, and responsibilities that connect the company's 

employees to each other and to the management team. The four types of organizational 

structures are functional, multi-divisional, flat, and matrix structures. Others include circular, 

team-based, and network structures. 

The organization chart at PTA includes staff starting from the top level to operational 

assistants. The total number of employees at PTA is 28 people in 2021. However, there is the 

addition of another assistant librarian in the archive unit, so the total number of staff at PTA 

is 29 people. 

 

Figure 1.3 Organizational chart of Tengku Anis Library 

 

 

 

 

 



17 
 

1.5 Library Management Structure 

 

Figure 1.4 Deputy of Chief Librarian, Puan Alina binti Husein 

 The library is managed by Mrs. Alina binti Husein which is the Deputy of Chief 

Librarian in UiTM Kelantan. The three librarians are responsible for assisting the head 

librarian where each one of them hold different department in the library. Others include 24 

overall staff of the library that holds various positions from assistant librarian to 

administration duty. 

The head department is responsible in making sure that all activities or programs 

carried out by the library are done with maximum effectiveness where other officer will 

provide assistance and guidance. Each library department will be monitored and objectives 

set within each department are archived by the commitment of the librarian in charge. 

Department such as cataloguing or reference section is managed so that it can serve its 

purpose to support the library community. 
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Table 1.1 Librarian Profile 

LIBRARIAN PROFILE 

 

 

 
 

 

 

Name: Mrs Alina Bt Haji Hussein 

Position: Deputy Chief Librarian 

Qualification: Banchelor in Library Science 

E-mail: alina364@uitm.edu.my 

 

 

 

 
 

 

 

Name: Mrs Norfitriah Bt Mat Seman 

Position: Librarian (Digital Library) 

Qualification: Banchelor in Library Science 

E-mail: norfitriah@uitm.edu.my 

 

 

 
 

 

 

Name: Mrs Nordelina Bt Zulkarnain 

Position: Librarian (Cataloging) 

Qualification: Banchelor in Library Science 

E-mail: delina023@uitm.edu.my 

 

 

 

 
 

 

 

Name: Mr Muslim Bin Ismail @ Ahmad 

Position: Librarian (Customer Service) 

Qualification: Banchelor in Library Science 

E-mail: muslim368@uitm.edu.my 

 

mailto:alina364@uitm.edu.my
mailto:norfitriah@uitm.edu.my
mailto:delina023@uitm.edu.my
mailto:muslim368@uitm.edu.my
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1.6 Objectives of Tengku Anis Library 

1. Providing services to empower UiTM’s library service delivery system as a center of 

excellence of information that has always remained relevant, referred to and respected 

2. Extending comprehensive, up-to-date and relevant sources of knowledge covers a 

variety of physical and virtual accessible formats 

3. Provides a conductive environment for teaching, learning and research 

4. Improve the latest information technology and communication facilities that are 

focused on customer needs 

5. Empowering human capital through PERDANA culture among UiTM citizens 

6. Enhance relationship and cooperation with outside organization in industrial network 

activities 

1.7 Vision & Mission 

 VISION 

 Make UiTM an excellence-based university of excellence and academic excellence to 

 lead  the dynamic of native in all world-class professional fields to be born 

 competitive,  global and ethical graduates 

 MISSION 

 A catalyst for knowledgeable UiTM citizens through the access to comprehensive, 

 relevant and up-to-date information and quality facilities to meet the needs of teaching, 

 learning and  research. 
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1.8 Client’s Charter 

1. Providing Customer Friendly Services 

2. Indicate the new titles of Library collections to customer’s weekly 

3. Inter Library Loan Materials are provided within three weeks from the date of 

application 

4. Validate the date of implementation of the Information Skills Class within three 

working days 

5. Ensure electronic library services in the website operate 24/7 

6. Ensure the University archive material reference application is available within 

seven working days 

1.9 Library Opening Hour 

 Tengku Anis Library is opened every Sunday to Thursday started from 8:30 am until 

4:30 pm and on the Thursday the library is opened 8:30 am until 3:00 pm. Meanwhile, the 

library is closed on Friday to Saturday and also on public holiday. 

Table 1.2 PTA Opening Hour 

DAY TIME 

Sunday - Wednesday 8:30 am – 5:00 pm 

Thursday 8:30 am – 3:30 pm 

Friday & Saturday Closed 

 

DAY TIME 

Sunday - Wednesday 8:30 am – 10:30 pm 

Thursday 8:30 am – 6:15 pm 

Friday  Closed 

Saturday 8:30 am – 4:45 pm 
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1.10 Library Membership 

 For the membership in the library, it is open for all staff and students. All staff and 

student who registered with UiTM will automatically be the library’s member. However, for 

part time and contract staff, it will change their status. Qualifying for borrowing library 

materials will depend on category of user. So, specific condition is designed for certain user. 

1.11 Library Floor Plan 

 

Figure 1.5 (a) Tengku Anis Library Floor Plan Level 1 

 

 

Figure 1.5 (b) Tengku Anis Library Floor Plan Level 2 
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1.12 Library Emergency Floor Plan 

 

Figure 1.6 (a) Ground Floor 

 

Figure 1.6 (b) Upper Floor 
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1.13 Contact Us 

 

Figure 1.7 Library’s contact information 

1.14 PTA’s Social Media 

 

Figure 1.8 Twitter of PTA’s 

 

Figure 1.9 Official Facebook page of PTA’s 



24 
 

 

Figure 1.10 Official Instagram of PTA’s 

 

Figure 1.11 Official YouTube Channel of PTA’s 

 

Figure 1.12 Official Telegram of PTA’s 
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1.14 Library Rules & Regulation 

1. Users are always required to display ID cards 

2. All bags are allowed but may be subject to inspection 

3. Please refer to the zoning system 

4. No outside food allowed 

5. Taking out reference materials from library premises without permission is 

prohibited 

6. Misuse of library property computers is not allowed 

7. Tearing or damaging library books is strictly prohibited 

8. Vandalism of library property is strictly prohibited 

9. Users are not allowed to remove or change the arrangement of any furniture in 

the library 

10. Seats in the library may not be reserved since they are limited 

11. Wearing slippers is not permitted when entering the library 

12. Helmets and caps are not allowed to be brought and worn in the library 

13. Dating or sitting exclusively with your partner from a different gender is 

strictly prohibited 

14. The library will not be held responsible for the loss of any personal belongings 

of the users 

15. Short pants, leggings and sleeveless shirts are strictly prohibited inside the 

library 
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Dress Code for UiTM Students 

1. Students are required to display their matric card at all times when present in 

the vicinity of the university. The matric card must be worn and displayed at 

chest level 

2. Students are expected to be clean, well-groomed and dressed in a manner 

appropriate to the Malaysian custom or norms 

3. Students must maintain a professional’s appearance by wearing collared shirt/ 

t-shirts, shoes, slacks or long skirts while attending classes and/or on official 

visits to faculties or administration building 

4. Avoid wearing inappropriate clothing or footwear including: 

a. Shorts skirts or boxer shorts 

b. Round-neck T-shirt 

c. Sleeveless shirts 

d. Tight slacks or pants 

e. Slippers or sandals 

5. During any formal or Official university event, male students are required to 

wear long sleeved shirts, necktie, slacks (not jeans) and leather shoes or the 

complete national outfit. Female students are required to wear “baju kurung” 

or any appropriate suit such as long skirts or loose slacks 

6. Female students are not allowed to wear veils in campus 

7. For male students, hair must neatly trim and reasonable in length, and any 

form of freestyle hairdo is strictly prohibited 

8. Tattoos are prohibited on any parts of the body 
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Figure 1.13 Dress code for male students 

 

Figure 1.14 Dress code for female students 
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1.16 Facilities 

 1.16.1 Bilik Ixara : Bilik IT 

 

Figure 1.15 Bilik Ixara: Bilik IT 

 Location at Level 1 of  Tengku Anis Library 

 Equipment provided including 1 presentation computer, 28 

participant’s computer, 1 LCD projector and 1 whiteboard 
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1.16.2 Bilik Raflesia: Bilik Seminar 

 

Figure 1.16 Bilik Raflesia: Bilik Seminar 

 Location at Level 1 of Tengku Anis Library 

 Equipment provided including 1 PC, 1 LCD projector, 1 LED TV, 1 

rostrum, 1 whiteboard, 1 set VIP chair and 50 participant’s chair 

1.16.3 Space Area: Zone IT 

 

Figure 1.17 Space Area: Zone IT 
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1.16.4 Open Reading Areas: PTA Starcor 

 

Figure 1.18 Open Reading Areas: PTA Starcor 

1.16.5 PTA Newspaper and Magazine Reading Space 

 

Figure 1.19 PTA Newspaper and Magazine Reading Space at Level 1 

 

Figure 1.20 PTA Newspaper and Magazine Reading Space at Level 2 
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1.16.6 PTA Administration Meeting Room 

 

Figure 1.21 PTA Administration Meeting Room 

1.16.7 Stand Alone Area 

 

Figure 1.22 Stand Alone Area 
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1.16.8 Reading Space 

 

Figure 1.23 Reading Space at Level 1 

 

Figure 1.24 Reading Space at Level 2 
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Figure 1.25 Poster of EQPS 

 

1.17.8 Inter-library loan (ILL) 

 Inter-library loan (ILL) is an information-based service for libraries in 

Malaysia. This service allows customers to borrow original material or obtain copies 

of materials that are not available at the UiTM library. Users who are eligible for this 

service may request the materials needed through the PTAR library 

1.18 Physical Collection 

 1.18.1 Open Shelves Books 

 Only users that registered at the UiTM Kelantan Branch Library are allowed to 

 borrow the materials. Library users are only allowed to borrow books with 

open  shelf (OS) status only 

 

 

 

 



34 
 

1.16.9 Book Loan Shelves 

 

Figure 1.26 Book Loan Shelves 

1.16.10 PTA Main Counter 

 

Figure 1.27 PTA Main Counter 
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Function of PTA’s main counter: 

1.16.10.1 Registration of membership 

1.16.10.2 Termination of membership 

1.16.10.3 Books Loan 

1.16.10.4 Books Returner 

1.16.10.5 Books Renewal 

1.16.10.6 Books Reservation 

1.16.10.7 Payment 

1.16.10.8 Inquiries, complaint or suggestion 
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1.16.11 PTA Internet Counter 

 

Figure 1.28 PTA’s Internet Counter 

 Function of PTA’s Internet Counter 

  1.16.11.1 Scanning 

  1.16.11.2 Photocopying 

  1.16.11.3 Internet Zone 
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1.16.12 Information Services Unit Counter 

 

Figure 1.29 Information Services Unit Counter 

   Students can come to the Information Services Unit Counter to borrow 

reference materials. Then, students need to fill out the Form to take out the material at the 

Information Services Unit and leave their student matrix card. 
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1.17 Services  

 1.17.1 Reference Desk 

 

Figure 1.30 Reference Desk 

  Function of reference desk: 

 Library information reference consultation with libraries 

 Research reference services 

 Hands on UiTM database  

 Frequently asked question of library information 

 Guidance of Mendeley or Endnote software settings 

 Eikon DataStream and Lexis Nexis data search support services 

 Journal impact metrics (Scopus and Web of Science) 
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1.17.2 Online Public Access Catalog (OPAC) 

 

Figure 1.31 Online Public Access Catalog 

  Online Public Access Catalog (OPAC) is a UiTM library’s catalog for 

books, articles, media and more. Library’s patron can search the bibliographic 

database and find specific information online. The search facility also apprises the 

user about the availability of each item for circulation, including current status of 

individual copies of a title and reserve status. It also shows titles on order displaying 

current status in acquisition. 
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1.17.3 My Knowledge Management (MyKM) 

 

Figure 1.32 My Knowledge Management (MyKM) 

   UiTM Library has developed MyKnowledge Management (MyKM) 

system by collecting, managing and spreading knowledge information based on the reference 

materials produced by the authors and researchers from UiTM, as well as the whole world 
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  1.17.4 Google Scholar 

 

Figure 1.33 Google Scholar 

  Google Scholar is a freely accessible web search engine that indexes the full 

text or metadata of scholarly literature across an array of publishing formats and disciplines. 

It is noted for quickly surfacing highly cited peer-reviewed articles, as well as abstracts, 

books, case law and patents, conference papers, dissertations and theses, preprints, reports 

and webpages of a scholarly nature. In addition, connecting Google Scholar to your UiTM 

Library access is a good way to make sure you get access to articles that UiTM Library 

subscribes to. 
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  1.17.5 Chat with Librarian 

 

Figure 1.34 Chat with Librarian 

If the users have any inquiries or need assistance, they can chat with the librarian on duty. 

This live chat reference service allows users to ask questions in real time. This service is 

available the following days and times: 

Sunday – Thursday: 8:30 am – 5:00 pm (During 

Semester) 

Friday – Saturday (Closed) 

 

 

 

 

 

 

 



43 
 

 1.17.6 Mobile Apps PTA 

 

Figure 1.35 Poster of Mobile App 

PTA Mobile Apps is an app dedicated to students and staff for library 

operations that can be generated online and can be accessed anywhere. Users only 

need to enter the student or staff number to enter these apps. Many advantages such as 

lending and returning books online can be carried out. In addition, other activities 

such as booking seminar rooms, IT rooms and discussion rooms can also be done in 

this system. For the students, EQPS is also provided which allows them to download 

the exam questions of the last semester. 
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 1.17.7 Electronic Questions Paper System 

 

Figure 1.36 Display screen for EQPS 

Electronic Question Paper System (EQPS) is an important resource for library 

users to obtain past year examination question papers of the university from all of 

UiTM’s faculties. This system can be accessed by the entire UiTM community and 

among students in UiTM’S associated colleges. 
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 1.18.1 Collection of References Materials 

  1.18.1.1 Books collection of references materials 

 

Figure 1.37 Collection of reference materials 

   1.18.1.2 Annual report 

   1.18.1.3 Student project 

   1.18.1.4 Paperwork/ seminars/ conferences 

   1.18.1.5 Newspaper cutting 

   1.18.1.6 Thesis 

   1.18.1.7 Question paper 

   1.18.1.8 Journals 

    1.18.1.8.1 ELT Journal 

    1.18.1.8.2 Business Credit 

    1.18.1.8.3 Malaysian legal journal 

    1.18.1.8.4 Credit Management 

    1.18.1.8.5 Financial Management 
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    1.18.1.8.6 Journal of Accountancy 

 

Figure 1.38 Collection of Journals 

   1.18.1.9 Popular Magazines 

     

    1.18.1.9.1 Dewan Bahasa 

    1.18.1.9.2 Kosmik 

    1.18.1.9.3 Dewan Masyarakat 

    1.18.1.9.4 Dewan Ekonomi 

    1.18.1.9.5 Dewan Siswa 

    1.18.1.9.6 Pengantin 

    1.18.1.9.7 Reader’s Digest 
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 Reference Material Borrowing Procedures: 

 Students can borrow reference materials (limited to 3 copies only) for each 

loan for a period of 2 hours 

 Students need to refill out the Form to take out the material at the Information 

Services Unit Counter and leaves the student matrix card 

 Students are only allowed to make photocopies of the borrowed references 

materials 

 For academic staff or non- academic staff, users are allowed to borrow 

materials (limited to 3 copies) within 3 working days 

 Academic staff or non- academic staff must fill in the Form provided at the 

Information Services Unit Counter and obtain the permission of the Senior 

Librarian or Deputy Chief of Librarian before bringing back the loan materials 

1.19 Digital Collection 

 1.19.1 Online Database 

 1.19.2 Local Content Hub 

 1.19.3 E-book 

 1.19.4 Journal 

 1.19.5 Institutional Repository 

All these digital collections can be access through the official website of Tengku Anis 

Library (PTA) 

 

 

 



48 
 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER 2: 

ORGANIZATION 

INFORMATION 

 
 

 

 

 

 

 

 

 

 

 

 



49 
 

2.1 Departmental Structure and Department Function 

2.1.1 Departmental Structure of Organizational Administration Unit & Strategic Planning 

and Quality 

Organizational Administration Unit 

2.1.1.1 Planning and managing library administration matters 

2.1.1.2 Planning and managing organizational development (library organizational 

structure) 

2.1.1.3 Planning human resource development 

2.1.1.4 Managing and monitoring the achievement of KPI performance, PS initiative 

projects and allocation expenses 

Governance: 

1. Managing the governance of the library 

2. Conducting an assessment to the implementation of Governance in PTA 

3. Managing the appointment of Committee Members in the Library 

4. Managing the application of the Chief Librarian Circular and the University 

Circular letter 

5. Managing PTA’s meetings and send reports to PTAR  

Training: 

1. Planning, coordinating and implementing staff training programs 

2. Designing, providing training modules and workshops to train staff (Master 

Trainer/ Training of Trainer) 

3. Managing staff competency assessment / Training Need Analysis (TNA) 

4. Managing industrial training and attachment programs 

5. Providing training budget requirements 
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Human Resources: 

1. Managing library staff data and information 

2. Managing staff services and facilities 

3. Managing and supervising staff attendance 

4. Managing staff duty schedules 

5. Managing the delivery of materials (collections) to the library inside and 

outside UiTM 

6. Managing the departmental / division records and files 

Financial: 

1. Managing the management allocation and “Tabung Amanah” of the library 

2. Managing the supply of work services 

3. Managing mobile assets and asset verification control, inventory 

4. Managing stores and disposal 

5. Manage library rental items, library’s “Tabung Sumbangan Kemudahan” and 

endorsement. 

6. Managing library expenses 

Facilities: 

1. Fulfilling the implementation of development projects and upgrades 

2. Monitoring the library infrastructure 

3. Managing the technical assessments and specifications 
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Strategic Planning & Quality 

2.1.1.5 Planning the strategic development of the library 

2.1.1.6 Planning and coordinating the implementation of library data and information 

collection (EIS) activities 

2.1.1.7 Managing and coordinating the library’s strategic action plan Quality: 

1. Managing library and university quality systems 

2. Coordinating and conducting audit of work processes audits in the library 

3. Planning and conducting audit of work processes in the library 

4. Conducting performance audits to determine the efficiency and effectiveness 

as well as the achievement of library objectives / programs/ activities 

 

 

 

Figure 2.1 Departmental Structure of Organizational Administration 

Unit & Strategic Planning and Quality 
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2.1.2 Departmental Structure of Digital Library & University Archives –alina 

Archive and Manuscript Unit 

2.1.2.1 Planning the implementation and achievement of KPIs 

2.1.2.2 Planning the acquisition of archival materials 

2.1.2.3 Conducting a review of archival material collection  

Acquisition: 

1. Managing the development and maintenance of archival collections 

2. Managing digital archives (AMS) 

3. Managing audio visual archive material 

Research & Documentation  

1. .Managing UiTMCK history binding program 

2. Managing the documentation of UiTM figures, especially UiTMCK 

3. Managing historical publication material information 

University Records: 

1. Managing physical and electronic records 

2. Managing the disposal of university records 

3. Managing the appointment of Records Officers 

4. Managing the record audits 
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Conservation Unit 

2.1.2.4 Managing the preservation of physical records and library materials 

2.1.2.5 Managing the binding work 

2.1.2.6 Managing the volume equipment maintenance 

2.1.2.7  

 

Figure 2.2 Departmental Structure of Digital Library & University 

Archives 
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2.1.3 Departmental of Digital Service and Corporate Communication 

Corporate Communication unit 

2.1.3.1 Managing the preparation of library promotional materials such as brochures, 

pamphlets and others 

2.1.3.2 Managing the writing, publication and printing of official library materials 

Digital Application & Open-Source Education Unit 

1. Managing KPI analysis, Client Charter and Library Quality 

Objectives 

2. Planning and managing the acquisition of Library ICT 

3. Planning and monitoring library information systems, digital 

applications, and web libraries 

4. Planning infra and ICT services  

Library Information System: 

1. Managing library systems – WILS 

2. Managing the security of PTA ICT system and equipment 

3. Managing the integration of the university system 

4. Managing the Library Online System 

Web & Digital Learning 

1. Managing library websites 

2. Managing digital document portals 

Digital Content Sources: 

Manage the digitization of institutional repository materials 
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Corporate Relations: 

4. Strategic network with internal and external libraries 

5. Coordinating briefings, visits from outside the PTA 

6. Coordinating library customer complaints and feedback 

7. Managing media coverage and press conferences  

Marketing & Publicity: 

3. Planning PTA programs and marketing 

4. Implement marketing of library information through mass media, 

printed and video publications, official portals and official library 

social media 

5. Managing the affairs of the Library Liaison Officer (PPP) and the 

Faculty Liaison Officer 

6. Managing PTA major exhibitions 

 

 

Figure 2.3 Departmental of Digital Service and Corporate  
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Communication 

 

2.1.4 Departmental Structure of Library Services – muslim 

Customer Service Unit 

2.1.4.1 Planning the implementation of customer service and collection 

2.1.4.2 Managing KPI analysis, Client Charter, and Library Quality Objectives 

2.1.4.3 Planning the customer service promotion and collection plans 

2.1.4.4 Planning the development of space and library service facilities 

Customer Relations: 

 

1. Managing the customer service counters 

2. Managing the collection of library fines 

3. Managing customer relationship (CRM-Customer Relationship 

Management) 

4. Managing the publication supply services and Book Delivery Service 

Collection Management: 

1. Managing the library new materials 

2. Managing the general collection and special collection of University 

Intellectual Property Materials 

3. Managing the library collection maintenance (transfer and alignment of 

materials) 

4. Carrying out stock-taking work) Research, Learning, & Reference Unit 
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2.1.4.5 Planning and managing the research and administration skills program 

2.1.4.6 Planning and conducting research for improvement for library services 

2.1.4.7 Managing the development of information literacy modules references: 

1. Managing referral services physically and online (Chat with Librarian) 

2. Managing the ‘Selection Dissemination information’ (SDI) services 

3. Managing information retrieval services 

4. Coordinating and updating social media sections (Facebook, Blog, 

Twitter and YouTube) 

5. Coordinating the development of e-Library Guiders 

Research Support: 

1. Coordinating the validation of publication records in PRISma, MyCite 

and MyJurnal) 

2. Conducting research support consulting services (citation, h-index, 

impact factors) 

3. Managing indexed journal reviews 

4. Conducting research support coaching programs with publishers 

5. Coordinating free / paid courses related to research services 

Information Literacy: 

1. Managing information literacy programs 

2. Managing “Distance Learning” services 

3. Conducting walk-in or scheduled tutoring 

4. Managing printed map and digital map services 

5. Managing information literacy promotion activities 
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Figure 2.4 Departmental Structure of Library Services 
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2.1.5 Departmental Structure of Library Planning & Development - del 

2.1.5.1 Planning and coordinating the development needs of printed resources 

2.1.5.2 Managing and monitoring the performance of the expenditure allocation for the 

purchase of printed materials 

2.1.5.3 Managing the indexing of library materials 

Materials order: 

1. Managing the process of purchasing printed materials (books / 

magazines / journals) 

2. Managing the cataloguing and classification of materials 

Gifts & Exchanges 

1. Managing gift and exchange materials from agencies / organizations 

within and outside UiTM 

2. Intellectual property management (surrender policy management) 

Materials balance & disposal 

8. Managing the balance and ownership of library materials 

9. Managing the assessment of the disposal of academic materials 

resources 

10. Managing the syllabus materials information 
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Electronic Source Unit 

2.2.2.4 Coordinating the electronic resource development needs 

2.2.2.5 Managing the purchase proposal and subscription of electronic materials 

Database & eBooks 

7. Planning and managing database training subscribed with suppliers or 

publishers 

8. Ensuring that every proposal for the purchase and subscription of 

electronic materials received is acted upon and forwarded to PTAR 

 

 

Figure 2.5 Departmental Structure of Library Planning & Development 
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3.1 TRAINING ACTIVITIES 

3.1.1 CUSTOMER SERVICE UNIT 

a) Circulation of Library Materials to the Users 

Circulation Process: 

 

Figure3.1.1: Check-in books (return) 

 

Figure3.1.1.2: Check-out book (lend) 

PTA Main Counter for Circulation 

   

Figure 3.1.1.3: Main counter of PTA in front main door. 
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Book Check-out Counter (Lend Books) 

 

Figure 3.1.1.4: Check-out book counter 

 

Book Check-in Counter (Return Books) 

 

Figure 3.1.1.5: Check-in books counter 

Security with RFID Tags: 

     

Figure3.1.1.6: RFID gates to detects books if taken outside without check-out/permission 
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b) Late Fee Collection – Payment Process 

- Payment: Cashless, using Paywave Credit Card Machine/ Online banking 

 

Figure 3.1.1.7: Late fee collection on WILS system (Insert member student/staff ID number) 

 

Figure 3.1.1.8: Check the late fee status of a user 

 

Figure 3.1.1.9: Checking payment status by admin on MyKM website  
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c) Printing Service Payment Process 

Price for printing service: 

1-page print = RM 0.10 

2-page print = RM 0.20 

Payment: Cashless, using Pay Wave Credit Card Machine/ Online banking 

          

 

Figure 3.1.1.10: Payment using Pay wave, record the transaction on the records book, 

paste the receipt on the paper to be sent to UiTMCK Treasury Unit and Photostat the 

receipts to keep within PTA organisation.  
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3.1.1.1 Additional Task: 

a) Sticking RFID strips to books without RFID security (Old books) 

The process of sticking RFID strip is one initiative to update the security of the book, 

which can protect the books from going outside without permission. The RFID strips are 

from WISERF company, which are the innovative RFID technology that specialized in 

library security system projects. 

WISERF Systems bring a fresh and innovative approach to library system 

development, acting as an in-between for end-users and the technology proposed. Their goal 

is to exceed the expectations of every client by offering outstanding customer service, 

increased flexibility, and greater value, thus optimizing system functionality and improving 

operation efficiency. The process of RFID strips begun by sticking RFID strips from 

WISERF into the book, with hiddenly at the centre of the book spine, which inside the books. 

Once RFID strips are pasted, then register the book RFID tagging on the WISERF device by 

typing the accession number on the software, lastly the alarm with sound at RFID gates will 

be turn on, then alert the staff at the counter if the books are about to bring out without 

permission.  

In an RFID System there are 3 basic things viz. A Tag, A Reader & 

middleware/software. A Tag is the one that is going to be attached to the library books. 

Attach means peel of the adhesive label based tag and stick it on the book. On all the books 

that you want to manage. A Reader is used to get the information from the tag. Every tag has 

a Unique ID # called as UID. This will be obtained from the tag by the RFID Reader to 

identify the book that it has been pasted to. A software needs to be developed to map the tags 

on books with the system. The entire collection of book has to be tagged and mapped to this 

software. Thus the entire book management becomes so easy without ledger maintenance. 
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Figure3.1.1.11: RFID tagging process 
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3.1.2 ARCHIVAL UNIT 

 

a) Archival Process of Records Received 

The process of archival of the records are shown at the figure below: 

 

Figure 3.1.2.1: Records archival process 
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The process of records archival are shown in the figure below: 

 

Figure 3.1.2.2: Registering and receiving process of document files on AMS 

 

Figure 3.1.2.3: Updating the information of file received 

 

Figure3.1.2.4: Updating metadata information of file 
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Figure3.1.2.5: Adding additional metadata on content available   

 

 

Figure 3.1.2.6: Watermarking process by using Archival Unit UiTMCK logo 
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Figure 3.1.2.7: Securing the pdf files by setting up password, which avoid editing by 

unauthorised users 

 

3.1.3.1 Additional Task 

a) Making a new book 

I was in the volume unit with Mr. Zul. He asked me to try to make a new book in 2 days. He 

is the one who taught me to sew the edges of the book, glue the book, stamp the writing on 

the front of the book until the final process, which is to glue the book that is still wet with 

glue. Finally, the book was presented to me. 
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The way of create a new book: 

 Stack Your Paper Neatly in (at Least 4) Piles of 8 Sheets 

 Fold Each Stack in Half 

 Unfold the Paper and Turn Over 

 Staple the Pages Together 

 Trim the Bound Folios 

 Mark and Cut Out the Cover Boards 

 Make the Book Spine 

 Glue the Cover Board and Spine in Place 

 Finish the Edges of the Cover 

 Glue the Paper into the Covers 

 Cut Out Your Lining Paper 

 

 

Figure 3.1.2.8: the process of making the new book 
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3.1.3 PLANNING & DEVELOPMENT OF LIBRARY RESOURCE UNIT/ 

CATALOGING UNIT 

a) Acquisition of Printed Materials (Printed Books)  

The process of acquisition of printed materials is shown in the figure below: 

 

Figure 3.1.2.9: Flow chart for acquisition process of printed materials 
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b) Cataloguing Process 

 As for cataloguing process of newly arrived printed books, the Perpustakaan Tengku 

Anis used Library of Congress Classification (LCC) to classify all the books. The LCC 

classification are being used in another academic library as well, and Dewey Decimal 

Classification (DDC) are not used by this academic library. DDC classification are being 

used in other type of library, such as public library, school library, etc.  

 To make the cataloguing and classification process become more aligned and 

systematic, PTA used computerized cataloguing system such as Web-based Integrated 

Library System (WILS) also known as Libsys7, to smoothen processes like cataloguing and 

other functions as well like acquisition and circulation of the books. 

LIBSYS Limited offers a wide range of solutions that include ERP for Academic 

Retailing, E-Commerce Institutes, Omnichannel Framework, Library Management Systems, 

CRM and RFID based area of Assets Management, applications in Inventory Management, 

File Tracking System. Their passion for continuous growth is reflected in R&D efforts which 

have led to the incorporation of latest technology, features and globally accepted standards in 

all applications (Libsys.co.in, 2023) 

 

 

Figure : Logo of Libsys 

 

Figure 3.1.2.10: Logo of Libsys7 
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The interface of WILS/Libsys7 system is shown by the figure below: 

 

Figure 3.1.2.11: Login for staff only 

 

 

Figure 3.1.2.12: Libsys7 interface for computerized cataloguing process (Selecting book) 

 

 

Figure 3.1.2.13: Libsys7 interface for computerized cataloguing process (Tagging to be filled) 
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Figure 3.1.2.14: Libsys7 interface for computerized cataloguing process (Tagging to be filled) 

 

Resource Description and Access (RDA) are used as content standard for resource 

description of the printed books at PTA for computerized cataloguing in the Libsys7 system, 

which replace the old content standard like Anglo-American Cataloguing Rules (AACR2). 

RDA is more user friendly and more understandable by the users when accessing Online 

Public Access Catalogue (OPAC) system, which is the description of the materials are in full 

sentences and not using short forms like old AACR2 descriptions. 

 

 

Figure 3.1.2.15: RDA used in book description in OPAC search 
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c) Stamp right of ownership of the newly arrived books with PTA stamp 

 

Figure 3.1.2.16: Stamping process 

3.1.3.1 Additional Task  

a) Making the marking rubric for the judges for Top 3 E-book-My Choice and E-Certificate 

for the winner of 4 Games  

 

Figure 3.1.2.17 : The marking rubric 

 

Figure 3.1.2.18: E-certificate of four games 
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3.1.4 CORPORATE COMMUNICATION, DIGITAL LIBRARY & ORGANIZATION ADMINISTRATION 

UNIT 

a) Manage Deposits of Institutional Repository PTA (Digital Library) 

Universiti Teknologi MARA Institutional Repository (UiTM IR) is a center of digital collections, act 

as an open-access repository that collects, preserve and disseminates scholarly output by university 

members at Universiti Teknologi MARA, such as journal articles, book chapters, books, conference 

papers, theses, working papers, technical reports, data and other types of research publications and 

also unpublished manuscripts and papers. (Library.uitm.edu.my, 2022) 

The process of managing deposits which adding new item to Institutional Repository (IR) steps 

are shown by the figures below: 

 

 

Figure 3.1.4.1: Pick type of item 

 

Figure 3.1.4.2: Upload 5 pages of pdf file 
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Figure 3.1.4.3: Insert details of the item 

 

Figure 3.1.4.4: Insert subjects of item 

 

Figure 3.1.4.5: Insert additional information  
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b) Updates on PTA Social Media 

As for social media for Perpustakaan Tengku Anis, Mr. Hazrie demonstrated and shown me the social 

media for PTA which updates on the programs, events, information, notices, etc. The process of 

updating on social media main purpose is to inform the followers or students of UiTM Machang and 

public also, on the events that was held and will be held next by PTA. The example of social media 

usage by PTA are shown by the figures below: 

 

 
Figure 3.1.4.6: Facebook page of PTA 

 

Figure 3.1.4.7: Twitter page of PTA 

 

Figure 3.1.4.8: Telegram channel (Update@PTA) for PTA 
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Figure 3.1.4.9: Instagram account for PTA 

3.1.4.1 Additional Task 

a) Institutional Repository 

 

  

 

 

Figure 3.1.4.1.1: The process of Institutional Repository (IR) 
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b) Accession Number for Thesis (Student Project) 

To search for an article by an Accession Number or Document ID you must know the 

specific database that issued that number. You might find the database name listed next to the 

Accession Number or Document ID in the citation. Searching by Accession Number or 

Document ID can be tricky and unreliable because these numbers are assigned by database 

companies and can change without warning the same article may be in more than one 

database and will have a different accession number or document ID in each database 

subscriptions change; that journal might no longer be in that database you must already know 

which database(s) holds the article in full text to know where to search. If you still need to 

search by accession number, you can use the following method On the Library homepage, 

click on Databases A-Z. Locate and click on the name of the database that has the article. 

Type the Accession number or Document ID into the database search box. In databases from 

EBSCO, change the Select a Field (optional) drop-down menu to AN Accession Number. 

  

Figure 3.1.4.1.2: The process of stamp the Thesis Accession Number 
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c) Filing the documents in and out from the Tengku Anis Library (PTA) 

Filing means keeping documents in a safe place and being able to find them easily and 

quickly. Documents that are cared for will not easily tear, get lost or dirty. A filing system is 

the central record-keeping system for an organisation. It helps you to be organised, 

systematic, efficient and transparent. It also helps all people who should be able to access 

information to do so easily. 

 

It is always a pleasure when someone looks for something and is able to find it without 

difficulties. In our organisations we work in groups. We receive and send out documents on 

different subjects. We need to keep these documents for future reference. If these documents 

are not cared for, we cannot account for all our organisational activities. Everyone who needs 

to use documents should know where to get them.  

  

  

Figure 3.1.4.1.3: The process of filing the documents 
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3.2 SPECIAL PROJECT 

3.2.1 INTRODUCTION 

This program is an initiative of the Tengku Anis Library (PTA) in the cultivation of 

knowledge and knowledge sharing at the same time, able to provide information on services 

and new facilities of the library to all UiTMCK citizens, especially in searching for 

information effectively.At the same time, this  program has further increased visibility 

and strengthened the relationship between the library and all UiTMCK citizens. In addition, it 

can preserve the wishes of the Ministry of Higher Education (KPT) in exposing students to 

various latest technologies in digital services, especially Digital Library services. 

The 2 Days @ PTA Bonding Day program is a program organized by the Tengku Anis 

Library in collaboration with 5 industrial training students. This program has successfully 

achieved total participation, that is, participants consisting of students and staff of UiTM 

Kelantan Branch Machang Campus totaling 268 people. 

 

 

 

 

Figure 3.2.1.1: Picture of preparation of the program 
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3.2.2 LIST OF PROGRAM ACTIVITIES 

Among the activities that have been prepared in the 2 Days @ PTA: Bonding Day program 

are as follows: 

Table 3.2.2: The total number of participants in this program is a total of 268 participants for 

all games including competitive and casual.  

LIST OF GAMES NUMBER OF PARTICIPANTS 

1. Carrom A total of 8 participants participated in this game as a 

competition to get the first and second place winners. 

2. Ping Pong A total of 4 pairs of teams have participated in this game 

consisting of two pairs of teams among students and two 

pairs of teams from among staff, in a competition to get the 

first and second place winners. 

3. Congkak A total of 8 participants participated in this game as a 

competition to get the first and second place winners. 

4. Giant e-Puzzle A total of 10 participants participated in this game to get 3 

winners each session 1 and session 2. 

5. Infohunt A total of 16 participants participated in this game to get the 

winner for first, second and third place. 

6. Table Soccer Game A total of 8 participants have participated in this game as a 

competition to get first and second place. 

7. Crossword Game A total of 20 participants have participated in this game as a 

competition to get 3 winners each session 1 and session 2. 

8. PTA Roda Impian A total of 20 participants have joined this game to get 10 

winners each session 1 and session 2. 
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9. Spell it Right A total of 16 participants participated in this game to get 3 

winners for each session 1 and session 2. 

10. Let’s Guess My 

Weight (Teka Berat 

Buku) 

A total of 101 participants have participated in this game to 

get only 1 main winner. 

11. Online Quizizz A total of 50 participants participated in this game to get 3 

winners, namely first, second and third place. 

12. Juara Cup Pantas A total of 11 participants participated in this game to get 3 

winners for each session 1 and session 2. 

13. Let’s Borrow, Read 

& Review – Tiktok 

Challenge 

A total of 9 participants participated in this competition to 

get 3 winners. 

14. Sepak Penalti A total of 30 participants participated in this competition to 

get 2 winners, namely first and second place. 

15. Wakaf Buku 2.0 The Book Endowment 2.0 activity is open for participation 

from December 12, 2022 until December 31, 2022. The 

books that are endowed will be donated to the CSR program 

of Asrama Bakti Machang. 
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3.2.3 LIST OF WINNERS 

Table 3.2.3: Table of winner for each game 

GAMES LIST OF WINNERS 

1. Table Soccer Game 1. Firdaus Hakimi bin Shurkawi 

2. Nur Farhah Zalila binti Zabudin 

2. Congkak 1. Nur Ain Asyura binti Nasrul Azrin  

2. Nur Farhah Zalila binti Zabudin 

3. Carrom 1. Nurul Aina Shazana binti Seluddin 

2. Afiqah Safirah binti Suhaibi 

4. Giant e-Puzzle 1. Luqman Hakim bin Muhamad Kamal 

2. Sofiyyah Nadiah binti Mohd Zohri 

3. Hasyimah binti Mansor 

5. Ping Pong 1. En. Ahmad Ameruddin bin Fauzi & En. Hamiz 

Zhafran 

2. Adam Farhan bin Mohd Hamizi & Danish 

Aqashah bin Mohd Khairul Azwar. 

6. Online Quizizz 1. Nor Adilah Nadia binti Che Noor Shan 

2. Nur Fatini binti Rasidi 

3. Amirah Nabilah binti Mohammad 

7. Infohunt 1. Luqman Hakim bin Muhd Kamal 

2. Nurul Amirah binti Suhaimi 

3. Nurul Asyikin binti Harishadi 

8. Sepak Penalti 1. Nik Ahmad Fathulbadri bin Nik Zulhaiza 

2. Hanis binti Tumidi 
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9. Crossword Game Session 1: 

1. Sophie Qaisara 

2. Anisa Balqis binti Mohd Saupi 

3. Nur Afdlin Syahmi binti Ahad 

Session 2: 

1. Nor Syafika binti Zakaria 

2. Nur Damia Ayuni binti Maizulanam 

3. Nik Nur Fatin Qistina binti Nik Abdull 

10. Spell it Right Session 1: 

1. Nur Anis Hidayati binti Mustapha 

2. Ahmad Ikhwan bin Awang 

3. Iqtiyani Ulfa binti Ahmad Termizi  

Session 2: 

1. Mohammad Afiq Iman bin Mohd Zari 

2. Ayuni Nadira binti Mohd Tarmizi  

3. Muhammad Fitri bin Mohd Fazil 

11. Let’s Borrow, Read & 

Review – Tiktok 

Challenge 

1. Nor Adilah Nadia binti Che Noor Shan  

2. Farah Farhanim binti Ahmad Riza 

3. Nor Atirah Najwa binti Che Noor Shan 

12. Let’s Guess My Weight 1. Luqman Hakim bin Mohamad Kamal  

2. Wan Nur Asyikin binti Wan Ahmad Ezani 

3. Muhammad Fitri bin Mohd Fazil 

13. Juara Cup Pantas Session 1: 

1. Fatin Syafiqah binti Abd Karim  

2. Nur Amirah Wahida binti Badrul Hisham 
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3. Nur Izati Athirah binti Mohd Zunaidi 

Session 2: 

1. Nur Alya Batrisyia binti Mat Riza  

2. Nor Mazni binti Ismail 

3. Hasyimah binti Mansor 

 

 

Figure 3.2.3.1: Picture of the program 

3.3 CONCLUSION 

The 2 Days @ PTA Bonding Day program which was carried out for 2 days on 12 and 13 

December 2022 has achieved its objectives. It is hoped that such activities can be carried out 

again in the future. Such a program can further increase the spirit of love for the library. In 

addition, this program is also able to have a positive impact on the image of the library to 

ensure the continuation of a good two-way relationship between library staff and library users. 
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Chapter 4: 

Industrial Training 

Reflection (20%) 
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4.1 Application of knowledge, skills and experience in undertaking the task (Knowledge 

gained) 

4.1.1 Application of Knowledge 

 During the five months of industrial training at Perpustakaan Tengku Anis (PTA). I 

found that have acquired several of new useful knowledge. The knowledge was gained every 

time.  I was exposed to the work in the library by the librarians and staff. For example, I was 

shown on how to use a library system such as Libsys. From this task, I can learn and 

understand about the workflow in library. Besides, I can understand that books shelving was 

done every morning, so that the books are well organize on the shelves and it will easier for 

the user to retrieve it. All the knowledge that I gained in the five months of industrial training 

has improve the way of I think and also taught me about the new skills. 

4.1.1.1 Ability to do cataloguing and use Libsys System  

I was taught by the librarian on how to do cataloguing when the new materials arrived 

or the books that need to be updated. Then, I was also taught to use Libsys system. When 

using the Libsys System, all the details of the books should be key in to the system. In this 

process, I need to be careful and pay attention because if I make a mistake in one of the steps, 

a book will be in a different classification. 

4.1.1.2 Ability to use Local Content Hub and UiTM Institutional Repository (UiTM IR) 

I was taught by the librarian on how to upload and key in data in Local Content Hub 

and UiTM IR.  I was clearly taught by them on how to use this system. That is why, I was 

able to use these systems and manage to do the task they gave to me successfully. 
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4.1.1.3 Ability to digitize and handle the archival materials 

I was taught thoroughly about the process to digitize the archival material. It seems 

simple and easy but we actually need to be extra careful when handling the archival material. 

For example, I need to remove the stapler bullet, treasury tag and paper clips because the 

materials should be clean from the dust and dirt before we start to scan materials. I had to 

keep the document in good conditions to make sure that all the data or the evidence valid to 

use in every cases. 

 

4.2.2 Skills 

4.2.2.1 Library management 

An organization functions depending on how it is managed. I have learned 

theoretically how libraries are managed, departments in libraries and some things related to 

management. However, all these things I learned during class time were different when I 

started industrial training I could see for myself how the library is managed and how it runs. 

Through industrial training it gives me new exposure to library management. It seemed 

clearer them before I went for my industrial training. In Tengku Anis Library (PTA) there are 

nine (9) units and I can see how it communicates with each unit and it is interconnected. Also, 

I know how each unit works and how staff receive orders from the head. 

 

 

 

 



93 
 

4.2.2.2 Teamwork Skills  

When work in organization, involvement all team members are effective way 

compared to work individually. During I had done industrial training at PTA. I was exposed 

to various of knowledge, skills and experience especially when I was working in different 

units at PTA. Even though it is only industrial training but it is starting towards the reality 

working and from this I have go through with the real working environment. From the 

industrial training, I know about the working environment, how to works and how to manage 

the time. Being working at the library, I learnt that we have to be punctual and cannot simply 

leave the library because we have to serve to users to come to the library. The working hour 

start 8.00 in the morning until 5.00 pm thus all the staffs in PTA need to arrive before 8.00 

am and cannot go home before 5.00 pm. Moreover, as an industrial training student I also 

need to manage my time wisely and always done the task given on time. 
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4.3 Personal thoughts and opinion 

During the five months of undergoing industrial training at Tengku Anis Library 

(PTA), I was able to conclude that the PTA is a good organization and suitable for those who 

want to experience and gain knowledge related to academic libraries. In addition, there are 

many things I learned during my industrial training that gave me new experiences and 

knowledge. Tengku Anis Library (PTA) is an academic library that has nine (5) units such as 

Information Service Unit, Information Technology Unit, Administration Unit, Catalog Unit 

and Archive Unit. PTA has various units to ensure it functions as an academic library and 

meets users need. PTA has various good facilities such as IT room, seminar room, IT zone 

area, and leisure corner known as Starcor which are provided for the convenience of users. 

 However, as a result of the Covid-19 pandemic, activity at PTA has slowed down and 

users coming to the library are declining. Despite this situation, PTAs are always looking for 

ways to provide services to their users. Thus, the library has held several virtual programs to 

attract users such as making virtual exhibitions, lending library materials and sending by post, 

online competitions and others. 

 Through industrial training at the Tengku Anis Library (PTA) I have gained more 

knowledge in the field of libraries and gained exposure to the actual working environment of 

academic libraries. There are a variety of tasks learned and practiced throughout this 

industrial training from simple tasks to more complex ones. Although not all aspects of the 

library are learned and practiced. Thus, industrial training is an excellent method to prepare 

students to be more self-reliant and give a true picture of work in situation before they are 

actually accepted in an organization as employees. It prepares students to be more 

experienced and knowledgeable about organizations and how organization work. 
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4.4 Lesson learnt 

There are many lesson learnt that I obtained during the five months of the industrial training 

at PTA which are: 

4.4.1 Work Environment 

During the five months of industrial training, I was able to witness and feel for myself 

the real work atmosphere in the library. Everyone in each unit has their own responsibilities 

and they do the work as team. I also learned that when we do work as a team, work can be 

done smoothly and easily next the work environment will be harmonious. 

4.4.2 Responsibility 

I learned that the value of responsibility in work is an important thing that everyone 

should apply. This is because we have to be responsibilities for the work of task assigned to 

us. We need to complete the work on time and not delay it. In addition, the condition of 

responsibility also means that I as a student undergoing industrial training at PTA must take 

care of the library property and image of the library. 

4.4.3 Respect each other 

Respect is an important value in the work environment to create a harmonious 

environment. I learned that we should respect each other at work to make sure we can work 

peacefully and without resentment. So I also learned that we need to respect people even if 

they are not library staff but regular employees like cleaners. During the five months of 

industrial training at PTA, I and other industrial training students have built good 

relationships with all librarians, library staff and even regular employees. 
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4.4.4 Can work under pressure 

Sometimes we feel stressed when working especially when we are given many tasks 

at one time and have limited time to complete them. Whenever, I face a situation like this, I 

will try to complete that work and if I can’t. I will ask colleague to help me to complete the 

assigned tasks. So, I learned that it is important to always be able to manage our time, so that, 

I will not be in a hurry and be able to complete tasks on time. 

4.5 Limitation and recommendation 

Limits mean something that needs to be right or a weakness in some organizations. 

Therefore, from my observations while undergoing industrial training there are some 

limitations in this library and I hope they can overcome all the limitations to provide quality 

services to users. Each of the limits, I state below is accompanied by my recommendations. 

Among the limitations of this library are: 

4.5.1 Weak internet connection access limits 

The limitation I found was that I could see that the PTA limit was a weak internet 

connection. While during the internship here I found that internet access problems often 

occur. When too many people use the internet and this makes internet access weak. This 

happens when I want to use Libsys and when I want to attend online seminars organized by 

the PTA. Increasing the internet access rate and increasing the internet access limit for 

student use in the most effective way to ensure that all users and staff can use the facilities 

provided by the PTA. 
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4.5.2 Lack of facilities provided 

Other than that, the limitation I experienced during this training session was the lack 

of facilities provided to users in terms of borrowing and returning books. The facilities 

mentioned are self-checking machines and book-delivery services. This service is also 

important because based on the experience at the distribution desk waiting time or effort 

students will be able to save by having their own book drop machine and checking machine. 

By having their own checking machine students will save more time and avoid any damage 

when many user’s line-ups at the counter. Drop books instead is also required to ensure users 

can return borrowed books easily. This may be one of the reasons why users can return books. 

Therefore, students can return the book at any time even on weekdays. This can also ensure 

that queues to borrow the same book are reduced and all users prefer to use the PTA service. 

4.5.3 Staff shortage 

Then, staff shortage is also a limitation to library management in PTAs. When the 

library does not have enough staff to manage the organization, it will be problem because one 

of staff is unable to carry out their duties and in turn the staff has to do excessive work. As 

academic libraries contain various types of information to users, organization like PTAs, they 

need to hire more staff who can assist in carrying out their duties. Lack of staff will result in 

the library function does not run smoothly and cannot meet the needs of users. 

4.6 CONCLUSION 

 Throughout, the 5 months of industrial training at Tengku Anis Library (PTA) I have 

gained new knowledge and get lots of experience that will be useful for me in the future. All 

the exposure that I received during the industrial training has given me the real picture of 

work environment in the field I am studying now. Besides, this industrial training has given 

me the opportunity to learn more about the work in library’s. 
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