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 ABSTRACT 

 

As to fulfill the requirements of this course which is IMC690 Industrial Training, I have 
undergone industrial training for the period of five months starting from 1 March until 31 July 2022 
at PTAR Kampus Puncak Alam. This report contains four chapters. For Chapter 1 it contains the 
introduction of the library that includes the organization structure. Chapter 2 contains the 
information about the departments of the library and Chapter 3 will show about the industrial 
training activities that I have been involved in. Lastly, Chapter 4 is about the reflection of learning 
about the library and knowledge that I gained and also include the limitations and 
recommendations. 
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INTRODUCTION 
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1.0 Introduction  

 

This report describes the internship taken by Nurul Fatihah binti Aminuddin, an industrial 

training student (will be refer as the trainee after this) that choose PTAR Kampus Puncak 

Alam as her place for industrial training. Students also provided the guidelines, rules and 

regulations before start their training session. Universiti Teknologi MARA (UiTM) is known as 

one of a university with prestigious image that able to produce students and fresh graduates 

that competent enough to be absorbed into the industry without any doubt due to its well-

designed of its syllabus according to courses that complement the need of the industry in the 

current year. The Industrial Training subject (IMC690) in Faculty of Information Management 

implies good application of the industry as the duration of the internship program is one of the 

longest durations offered to the students to be well-defined of the company’s requirement that 

constructed a well-informed student to be prepared for the student’s future which is five 

months duration of internship (22 weeks).  

 

Students who pursued this course had to pass all of their previous semester's courses in order 

to begin their industrial training, and they had to register for the IMC690 course in order to 

participate in an internship program. Regarding this internship period, the student will 

participate in industrial training, which gives them the chance to experience the actual 

workplace environment and help them build their work ethics, communication, management, 

and teamwork abilities. The rules are made clear so that the students may comprehend the 

work ethics, comprehend the job description provided by the supervisor of the host company, 

and fulfil the requirements to enhance the relationship between the university and the host 

company which is Perpustakaan Tun Abdul Razak (PTAR) Kampus Puncak Alam. 
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1.1 Background of the Organization  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

According to the website of Perpustakaan UiTM Cawangan Selangor Kampus Puncak Alam, it 

was operated on 27th July 2009 and this academic library moved to new location as part of Phase 

2 developments and officially established on in May 2014. The Private Finance Initiative (PFI) 

concept is being used in this building. This brand-new building has four levels and can hold 1,300 

people at once. Access to electronic resources such databases, citation indexes, e-journals, and 

bibliographic management software is also provided by this library. In addition, there are also has 

another library called Perpustakaan Tun Abdul Razak (PTAR) Kompleks Alam Bina dan Senireka 

in the UiTM Puncak Alam which opened in 2015. The facilities and services are designed to 

accommodate the teaching, learning, research, and knowledge growth demands of UiTM users 

based on the faculties available. Faculties that have in UiTM Kampus Puncak Alam are: 

a. Faculty of Education 

b. Faculty of Business and Management 

c. Faculty of Accountancy  

d. Faculty of Health Science 

e. Faculty of Hotel and Tourism Management 

f. Faculty of Pharmacy 

Figure 1.1 

PTAR Puncak Alam 
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g. Atta-Ur-Rahman Institute for Natural Products Discovery (AuRins) 

h. Integrative Pharmacogenomics Institute (iPROMISE) 

 

1.1.1 Location 

 

  

 

 

 

 

 

 

 

 

 

 

PTAR Puncak Alam is located at Universiti Teknologi MARA (UiTM) 

Cawangan Selangor Kampus Puncak Alam, 42300 Bandar Puncak Alam, 

Selangor. It is a strategic place for the users of this library as it is near to 

the faculties in this UiTM Puncak Alam.  

 

 

 

 

 

 

Figure 1.1.1.1 

 The map of PTAR Puncak Alam 
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1.1.2 Vision, Mission and Philosophy 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.1.3 Objectives 

i. To empower the delivery of UiTM's library services as a center of 

information excellence that always remains relevant and respected. 

ii. To serve comprehensive, up to date and relevant knowledge and resources 

in various physical and virtual formats. 

iii. To provide a conducive environment and facilities for teaching, learning 

and research matters. 

iv. To develop the latest information technology and communication facilities 

based on customer needs. 

v. To strengthen human capital through Budaya PERDANA for PUiTM 

communities. 

Figure 1.1.2 

The Vision, Mission and Philosophy of PTAR UiTM 

Source: Website of PTAR 
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vi. To enrich relation and cooperation with external organisations in industrial 

networks. 

 

1.1.4 Client Charter 

PTAR is committed in providing world-class environment, services and resources 

to enhance study, research and teaching experiences. 

 

PTAR’s client charter reflects the commitment to provide world-class services 

and focuses on six main areas which are: 

 

i. To deliver user-friendly services to PTAR users 

ii. To provide weekly updates to PTAR users of our new arrivals and 

collections 

iii. To provide a response within THREE (3) weeks upon the date of 

application for Inter-Library loan requests 

iv. To respond within ONE (1) working day on Information Skill Class 

v. To provide 24/7 access to the PTAR Portal and electronic resources 

vi. To provide access within THREE (3) working days upon date of application 

for reference archive materials 
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1.1.5 Opening Hour 

 

Table 2.1.5 

The Opening Hour of PTAR Puncak Alam  

 

Days Time 

Monday - Friday 8:30 a.m. - 06:45 p.m. 

Saturday & Sunday 8:30 a.m. - 04:45 p.m. 

Public Holiday Close 
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1.2 Organizational Structure  

 

Figure 1.2 

Organization Chart of PTAR UiTM Cawangan Selangor (UCS) 
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CHAPTER 2: 

ORGANIZATION 

INFORMATION 
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2.1 Departmental Structure 

2.1.1 Department of Organizational Administration  

In PTAR Kampus Puncak Alam, Department of Organizational Administration is 

led by Puan Siti Fazlina Mohamed Raffi who is a Senior Librarian (S44). The 

Administrative Unit and the Archive Unit are the two divisions within this 

department. There are two employees in the Administrative Unit: Mrs. Zettyhasni 

Zulkarnaini (N11) and Ms. Kamarunisa Mudhar (S26). However, the Archive Unit 

only employs one person, Mr. Mohd Sarapi Samah (S19).   

 

 2.1.2 Department of Library Planning and Development 

The Department of Library Planning and Development is managed by Mr. Mohd 

Anuar Mohd Maasom, a Senior Library (S44) at PTAR Kampus Puncak Alam. The 

Acquisition Unit, the Intellectual Property Unit, and the Material Balance and 

Disposal Unit are the three sections that form this department. Mrs. Roziwaty 

Jaiman (S22), Mr. Fariz Azuan Harun (S22), and Mr. Mohd Zaini Yusuf are the 

three employees of the Acquisition Unit (N11). The following department has three 

assistant librarian: Mrs. Subha Ismail (S44), Mr. Mohd Fahmi Kadim (S22), and 

Mrs. Siti Nornafiza Katmidi (S22). Last but not least, there are three employees 

working for the Material Balance and Disposal Unit: Mr. Hazrul Amir Tomyang 

(S44), Mr. Mohd Ekhwan Mohamad (S22), and Mrs. Siti Zubaidah Khalid (S22). 

 

2.1.3 Department of Library Services 

The head of this department is Mr. Arshad Bujang, a Senior Deputy Chief Librarian 

(S52). The Customer Service and Collection Unit, the Research, Learning and 

Reference Unit, and the Digital Library Unit are the three departments that make 

up this department. Six employees, including Mr. Bakar Mohd Yasin (S26), Mrs. 
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Noraini Ahamat Kamil (S22), Mr. Hamizan Hamzah (S22), Mrs. Rahimah Kamar 

Din (S19), Ms. Nurul Anis Anuar (S19), and Mr. Firdaus Abdul Rahim, assist Mrs. 

Hafiza Mustape (S44), who is in charge of the Customer Service and Collection 

Unit (S22). Next, the leader of the Research, Learning, and Reference Unit is Mrs. 

Nur Fatihah Muhamad (S41). She received assistance from two employees under 

this section, Mrs. Nor Kamala Yahya (S22) and Mrs. Fatimah Harith (S22) (S22). 

The two employees of the Digital Library are Mr. Syazani Alif Aduka (FA29) and 

Mr. Annas Hamirzul Iszal Madzar (S19). 

 

2.1.4 PTAR Kompleks Alam Bina dan Seni Reka 

 

 

 

 

 

 

 

 

 

 

PTAR Kompleks Alam Bina dan Seni Reka is a library that is established in UiTM 

Puncak Alam, as was previously mentioned in Chapter 1. There are no specific 

department and staff for this library as it only focuses on services like borrowing, 

lending and renewal books and etc. A Senior Librarian, Mrs. Norliza Othman (S44), 

and three other employees, Mrs. Nurhayati Johari (S19), Mrs. Mohd Fauzi Badiran 

Figure 2.1.4  

PTAR Kompleks Alam Bina dan Seni Reka 
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(S22), and Mrs. Munirah Mohamad Izzah (S22)., are the only employees of this 

library. The library materials in this library focus on two faculties which are: 

i. Faculty of Architecture, Planning and Surveying 

ii. Faculty of Art and Design. 

 

2.2 Department Function 

Every department in PTAR Puncak Alam exists to ensure that the organization's 

services are delivered efficiently. Each department has its own set of responsibilities. 

The functions of every department will be explained by staffs to the students of 

industrial training during the training period.  

 

2.2.1 Department of Organizational Administration  

i. Coordinate the programs / activities (takwim) of the Planning Division, the 

implementation of PS and KPI Division. 

ii. Manage Library Governance. 

iii. Coordinate Strategic Planning and Library Quality.  

iv. Manage the file system and library administration records.  

v. Planning and monitoring of the operational implementation of the Unit Arkib 

Cawangan Selangor. 

vi. Planning the acquisition of archival materials. 

vii. Plan the conservation of library collections and archives. 
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Table 3.2.1  

Units and Functions of Department of Organizational Administration 

Unit Functions 

 

1) Administrative Unit 

 

i. Coordinate library risk management. 

ii. Coordinate the preparation of library quality documents for the 

approval/ notification of the Selangor MPD Meeting, JKEN and 

JPPP. 

iii. Secretariat of the main meeting of the library (JPD). 

iv. Manage the performance evaluation of the Department/ 

Division/ Branch Library. 

v. Manage library staffing data and information. 

vi. Manage PTAR staff time recorder card reports (Library leave 

moderator). 

vii. Manage the requirements of the Student Service Scheme 

(SKP). 

viii. Manage the use of library vehicles. 

ix. Manage the organization of training/ internal and external 

courses of the library. 

x. Manage Industrial Training of students/ Job Attachment of 

PTAR staff to organizations within and outside UiTM. 

xi. Manage the allocation of management and the Library Trust 

Fund.  

xii. Manage the supply, services/ works. 
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xiii. Manage movable assets and verification and upgrade 

controls. 

xiv. Maintaining library infrastructure. 

 

2. Archive Unit 

 

i. Manage the development of archive collections. 

ii. Manage the Archive System. (AMS) 

iii. Manage the implementation of the digital records of the 

university. 

iv. Manage the disposal of physical records and electronic 

records. 

v. Manage the advisory and briefing services of the department. 

vi. Manage the appointment of the University Records Officer. 

vii. Manage the implementation of audits of university records. 

viii. Manage the preservation and conservation of library/ archive 

materials. 

 

2.2.2 Department of Library Planning and Development 

i. Plan and coordinate the development needs of the library's printed materials 

resources such as syllabus materials, special collections, magazines and 

journals, standing orders. 

ii. Manage and monitor the performance of expenses for the provision of the 

purchase of printed materials. 

iii. Manage the procession of library materials. 

iv. Manage the cataloging of library materials. 

v. Manage the disposition of printed materials of the library. 
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Table 2.2.2 

 Units and Functions of Department of Library Planning and Development 

Unit Functions 

 

1. Acquisition Unit 

 

 

i. Manage the process of purchasing the source of printed 

materials such as books, magazines and journals. 

ii. Manage the cataloging and classification of materials. 

iii. Manage the Mesyuarat Kelulusan Pembelian Buku dan 

Majalah PTAR. 

iv. Manage the Mesyuarat Pemilihan Vendor Buku PTAR. 

v. Verifying book prices related to the process of late book 

returns and staff salary deductions. 

 

 

2. Intellectual Property, 

Gifts and Exchange Unit 

 

i. Manage gift materials and exchange of UiTM publications from 

agencies or organizations within or outside the country. 

ii. Manage the procurement of intellectual property materials 

(delivery policy management). 

iii. Manage local content according to the requirements of PTJ 

UiTM. 

iv. Manage material contribution to PTJ UiTM (Reading Corner). 

v. Manage the quality control of record and physical gift 

materials and intellectual property. 
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3. Material Balance and 

Disposal Unit. 

 

i. Manage the proposed purchase of syllabus reading materials. 

ii. Manage the assessment of the disposal of the source of the 

syllabus reading material. 

iii. Manage the balance and ownership of library materials 

(change of location of academic programs). 

iv. Manage syllabus information according to academic program. 

v. Manage the development of the Koleksi Retro. 

 

2.2.3 Department of Library Services 

i. Implementation and achievement of Unit KPIs. 

ii. Planning of customer services and library collections. 

iii. Planning to intensify reading encouragement programs at the university level. 

iv. Strategic cooperation planning of community networks (faculties, libraries, 

universities, local or foreign industries). 

v. Library-related research planning. 

vi. Planning of Information Literacy Programs at the university level. 

vii. Planning Library reference services. 

viii. Planning of the library promotion and publicity plan as well as the main 

exhibition of PTAR. 

ix. Plan and Manage the affairs of the Library Liaison Officer (PPP) and the 

Faculty Liaison Officer. 

x. Manage the official writing of the library. 

xi. Coordinate briefings, visits from outside the PTAR. 

xii. Coordinate complaints and feedback from library customers. 
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Table 2.2.3  

Units and Functions of Department of Library Services 

Unit Functions 

 

1. Customer Service and 

Collection Unit 

 

 

i. Manage Customer Service counters. 

ii. Manage the collection of library fine proceeds. 

iii. Manage customer relationships using the CRM (Customer 

Relationship Management) system. 

iv. Manage the services of the Book Delivery Service Publication 

and Service Supply system. 

v. Manage new library materials. 

vi. Manage the general collection and special collection of the 

Library (transfer and teaching of materials). 

vii. Manage the marketing of library collections. 

viii. Carrying out the stock taking. 

 

 

2. Research, Learning, 

and Reference Unit 

 

i. Manage referral services physically and online (Chat with 

Librarian). 

ii. Manage Information Dissemination Selection Services (SDI). 

iii. Manage information search services. 

iv. Coordinate and update the social media section (Facebook, 

Blog, Twitter and Youtube). 

v. Coordinate the validation of publishing records in PRIMe, 

MyCIte and MyJurnal. 
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vi. Conduct research support consultancy services (citation, h-

index, impact factors). 

vii. Manage indexed journal revisions. 

viii. Conduct research support guidance programs with 

publishers. 

ix. Coordinate free or paid courses related to research services. 

x. Manage information literacy programs. 

xi. Manage Distance Learning services. 

xii. Conduct tutoring on a walk-in or scheduled basis. 

xiii. Manage information literacy promotion activities. 

 

 

3. Digital Library Unit 

 

i. Infra-ICT Planning and Monitoring, Library Information System, 

Digital Applications, Web Library. 

ii. Infra Planning and ICT Services. 

iii. Manage the library website. 

iv. Library ICT Procurement Planning. 
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CHAPTER 3:  

INDUSTRIAL TRAINING 

ACTIVITIES 
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3.1 Training Activities  

 

Figure 3.1 

Training Schedule 
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The trainee reports to the PTAR Kampus Puncak Alam on the first day of the internship, which is 

March 1, 2022. All trainees are required to attend the briefing session led by Senior Librarian Mrs. 

Siti Fazlina Mohamed Raffi regarding the library's introduction, organization structures, functions, 

facilities, services, etc. Then, every trainee went on a tour of the library and introduced themselves 

to every employee in every department. After that, Ms. Kamarunisa Mudhar will help the trainees 

set up the fingerprint access and card time attendance for the library's attendance system. At 

PTAR Kampus Puncak Alam, the trainees also received a five-month training schedule as shown 

on Figure 3.1. 

 

3.1.1 Shelving 

 

 

 

 

 

 

 

 

 

According to Figure 3.1's training schedule, the trainee must perform the task of shelving 

every day from 8:00 am to 8:30 am. This activity's objective is to provide all trainees 

enrolled in the Library Management course with an opportunity to improve self-reading 

and categorize the call numbers that are placed next to each book. Before the trainee 

proceeds to do shelving on the trolleys at levels 3 and 4 of the PTAR Kampus Puncak 

Alam, Mr. Bakar Mohd Yasin from Customer Service and Collection Unit assists and 

teaches on how to do shelving of call number of physical materials like book and 

Figure 3.1.1  

Shelving and self-reading process 
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magazine. The books will then be placed on the proper shelves according to the right 

subject to prevent misplacing them and making it difficult to locate them later. In addition, 

the Library of Congress Classification (LCC) is used for categorizing books in this library. 

 

3.1.2 Customer Service and Collection Unit 

 

 

 

3.1.2.1 Semester Break Project 

The trainee was assigned to sketch the floorplan of the bookshelf of level 4 by Mr. 

Bakar Mohd Yassin and helped by Mr. Hamizan Hamzah. The purpose of doing 

this activity is to involve the process of transferring the collection of books and the 

addition of new shelves on the 4th floor of PTAR Kampus Puncak Alam. It is 

involved for the Retro Materials Collection which are books published before 1999 

that need to be sorted from Open Shelf Collection. The collection of books that 

involved in this process are Retro Collection, Reference Collection, Bound 

Collection and Syllabus Collection. The processes for this project are shown on 

the Figure 3.1.2.1(c) below. 

 

 

 

 

 

 

 

 

Date of Training: 1 March – 18 March 2022 

Number of Days: 17 Days 

Figure 3.1.2.1(a) 

Identify and sort books for Retro Collection 

Figure 3.1.2.1(b) 

Books that involved in Semester 
Break Project 
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Figure 3.1.2.1(c) 

The process of Semester Break Project 

 

  

Sketch the floorplan of the 
bookshelf of level 4 before and 
after the process of transferring 

the collection of books and 
addition of new shelves on the 

4th floor.

Digitizing the floorplan by using 
PowerPoint.

Identify and sort books that were 
published before 1999 from the 

Open Shelves Collection.

Helps to install shelves and 
rearrange the books from the 

collection involved on the 
shelves according to the call 
number. All the staff from this 

unit are involved in this process.

Checking up and labeling each 
of the book shelves after the 
process of transitioning the 
collection of books and the 

addition of new shelves on the 
4th floor.

Print and laminate the updated 
floorplan and the new label 

of each bookshelves according 
the latest call number on 4th 

floor of PTAR Kampus Puncak 
Alam.
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Figure 3.1.2.1(d) 

The latest floorplan of level 4 PTAR Puncak Alam 
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3.1.2.2. Counter Services 

 

 

 

 

 

 

 

 

 

 

 

The trainee also learnt and was assigned to carry out the services available at the 

counter of Customer Service and Collection Unit. The services that included are: 

i. Book loan. 

ii. Book returns. 

iii. Payment of fines, etc. 

 

3.1.2.3. Change the status of the book material 

The trainee was assisted by Mrs. Rahimah Kamar Din to change the status OS 

(Open Shelf) to RET (Retro) by searching the accession number at the library 

system called Libsys.  

  

Figure 3.1.2.2 

The counter of Customer Services and Collection Unit  
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3.1.3 Administrative and Archive Unit 

 

 

 

3.1.3.1. Digitizing the alumni students’ personal files 

The trainee was assigned by Mrs. Siti Fazlina Mohamed Raffi and helped by Mrs. 

Zettyhasni Zulkarni and also Ms. Kamarunisa Mudhar to do the digitizing and 

registration of metadata of alumni students’ personal files from variety courses 

available from UiTM Cawangan Selangor. The trainee has managed to digitize a 

total of 8 boxes of students’ personal files. The process shown on Figure 3.1.3.1 

below. 

 

Figure 3.1.3.1  

Process of digitizing alumni students’ personal files. 

  

Jotting down each 
student's Identification  
Card number (IC) from 

selected faculties.

Removing the stapler 
and any other items that 

my obstruct the 
digitizing procudure.

Digitizing the all the 
documents.

Create new file and 
rename the items of 

students personal files 
that have been scanned 

using computer at 
administrative unit.

Enter the data that 
include students' identiti 
card number, name and 

faculty code into the 
Microsoft Excel template 

given.

Registration of metadata 
of alumni students that 
have been scanned into 

Archive Management 
System (AMS).

Date of Training: 21 March – 8 April 2022 

Number of Days: 15 Days 
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3.1.3.2 Searching for publications on Online Finding Archive (OFA) 

The trainee was assigned by Mrs. Siti Fazlina Mohamed Raffi to search for at least 

15 published materials of UiTM archive collection in the Online Finding Archive 

(OFA) system. 

 

 

 

 

 

 

 

 

 

 

 

3.1.4 Acquisition Unit 

 

 

 

3.1.4.1 Purchase and Reception of New Material 

The trainee was briefed by Mrs. Roziwaty Jaiman on “Penetapan Bahan Baharu” 

for new materials by using the Web-Based Integrated Library Management System 

(WILS) System to key in the data in MARC21 format.  

 

  

Date of Training: 11 April – 29 April 2022 

Number of Days: 15 Days 

Figure 3.1.3.2 

The interface of OFA website 
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Figure 3.1.4.3 

 The interface of Libsys website for process of Classification of Gift Materials 

3.1.4.2 Cataloging of Materials 

Cataloging the purchased books using the LibSys system. Before do this task, the 

trainee will be briefed by Mrs. Roziwaty and there is manual that contains the steps 

for catalog the books.  

 

 

 

 

 

 

 

 

 

3.1.4.3 Classification of Gift Materials 

Processing the classification of books given as gifts obtained free of charge from 

any party like domestic or foreign institutions, organizations, as well as private 

persons. The trainee experience to catalog the books gifted by a private person.  

 

 

 

 

 

 

 

 

 

Figure 3.1.4.2 

The interface of Libsys to Cataloging of the Library Materials 
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3.1.5 Intellectual Property Unit 

 

 

 

 

3.1.5.1 Search for Local Content and Article Indexing 

Search for local content and article indexing using online newspapers such as The 

Star, Berita Harian, Harian Metro and New Straits Time according to the keywords 

given. Before starting this task, the trainees will be given instructions by Mrs. Siti 

Nornafiza chose two keywords listed on the document that she gives under several 

topics including Information Management. The trainee chose Electronic Publishing 

and Copyright as for her keywords. The trainee will put all the information of the 

local content in the Spreadsheets on the Figure 3.1.5.1 below. 

 

 

 

 

 

 

 

 

 

 

  

Date of Training: 2 May – 18 May 2022 

Number of Days: 13 Days 

Figure 3.1.5.1 

The local content that searched by the trainee 
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3.1.5.2 Arrange the Materials in the Intellectual Property Unit 

All trainees involved in this activity and assisted by Mr. Mohd Fahmi Kadim. They 

will arrange the theses in the Intellectual Property Unit with the correct order by its 

ID number that has been labeled on the shelves. The purpose of rearranging them 

by their ID number is to prevent theses from being misplaced. 

 

3.1.5.3 Identifying Thesis Id Number and Labeling CDs 

By using the Institutional Repository (IR) system to identify the thesis and CDs ID 

number by entering the title or name of the author of the thesis.  All trainees were 

involved and assisted by Mr. Mohd Fahmi Kadim to do this task. 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 3.1.5.3(a)  

The interface of Institutional Repository (IR) system 

Figure 3.1.5.3(b) 

The trainee searching the ID number of the CDs 
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3.1.6 Material Balance and Disposal Unit 

 

 

 

3.1.6.1 Searching for eISBN of Syllabus Materials   

The trainee given the task by Mr. Hazrul Amir Tomyang to finding the ISBN e-book 

number on the internet based on the list of books for syllabus materials for Faculty 

of Education. She also guided by Mrs. Siti Zubaidah Khalid while doing this task. 

 

 

 

 

 

 

 

 

 

 

 

3.1.6.2 Edit Tag 526  

The trainee was assigned to manage the tag 526 for the books from the Faculty of 

Hotel and Tourism Management using the WILS system.  She managed to update 

the tag 526 of 12 files from various courses from this faculty. 

 

 

 

Date of Training: 19 May – 1 June 2022 

Number of Days: 10 Days 

Figure 3.1.6.1 

The Spreadsheet that contains the details of proposed 

purchase the e-book of syllabus Education 
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3.1.6.3 Disposal of Homogenous Materials  

Mr. Ekhwan Mohammad gave a brief for disposal on how to withdraw the process 

of the outdated library materials which are old books. He also gives the trainee a 

task on how to report withdrawn homogenous records.   

 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 3.1.6.3 

Report for disposal of Homogenous Materials 
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3.1.7 Digital Library Unit 

 

 

 

3.1.7.1 Learn to Use Adobe Photoshop 

Mr. Arshad Bujang has given a task for the trainee to try learning how to make 

banners for websites using Adobe Photoshop that announce the upcoming public 

holiday. Also, Mr. Annas Hamirzul Iszal Madzar gave some lessons to the trainee 

on technique of editing images for posters using Adobe Photoshop. 

 

 

 

 

 

 

 

 

 

 

 

3.1.7.2 DCCS System 

The trainee was brief and learned on how to operate the system used in PTAR 

Puncak Alam by Mr. Arshad Bujang and Mr. Syazani Alif Aduka which is called 

DCCS system, Diversified Computer Controlling System. The system enables staff 

to turn on and off computers automatically in computer labs of this library. 

Date of Training: 2 June – 15 June 2022 

Number of Days: 10 Days 

Figure 3.1.7.1  

One of the techniques that learnt using Adobe Photoshop 
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3.1.7.3 Basic Class "Graphic Design"  

The trainee participates in Mr. Annas Hamirzul Iszal Madzar online class using 

Google Meet to learn the basic techniques in editing videos or pictures. There are 

several applications that are taught by Mr. Annas which are Canva, Adobe 

Photoshop and After Effect. 

 

 

 

 

 

 

 

 

 

 

  

Figure 3.1.7.2  

DCCS System 

Figure 3.1.7.3 

Online class of Graphic Design with Mr. Annas 
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3.1.8 Research, Learning and Reference Unit 

 

 

 

3.1.8.1 Updating h-Index and Article Citations 

Updating the profile of each publisher which is a lecturer of UiTM Cawangan 

Selangor (UCS) of the article through h-Index and through the total number of 

users of the article. The trainee needs to update the data by searching the Google 

Scholar, Scopus and Web of Science (WoS) of each researcher account. 

 

3.1.8.2 Designing Brochure 

Assigned by Mrs. Nur Fatihah Muhamad to do the brochure of this unit for 

upcoming events. It requires to include the background, staff, services, activities 

and contact of this unit. 

 

 

 

 

 

 

 

Date of Training: 16 June – 29 June 2022 

Number of Days: 10 Days 

Figure 3.1.8.2(a) 

The first page of the brochure for Research, Learning and Reference Unit 
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3.1.8.3 Do a Physical Exhibitions 

The trainee was assigned by Mrs. Nur Fatihah Muhamad to do a physical 

exhibition at the library and chose to do an exhibition called the Bestseller Book 

Exhibition. She was also helped by the Customer Service and Collection Unit to 

do the preparation of this physical exhibition. 

 

 

 

 

 

 

 Figure 3.1.8.3 

The Bestseller Book Exhibition 

Figure 3.1.8.2(b) 

The second page of the brochure for Research, Learning and Reference Unit 
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3.1.9 PTAR Kompleks Alam Bina 

 

 

 

 

3.1.9.1 Sorting Books 

Sorting books from trolley to shelves according to the correct call number is one of 

the activities assigned to all trainees. The trainee is also responsible for 

rearranging the books that are misplaced in the bookshelves. The collections of 

books in PTAR Kompleks Alam Bina consist of two faculties which are Faculty of 

Architecture, Planning and Surveying and Faculty of Art and Design. 

 

 

 

 

 

 

 

 

 

 

3.1.9.2 E-Games & Indoor Games@PTARKABS 

This program was held on 7 July 2022 which is a continuation of the special project 

which has received positive response at PTAR Puncak Alam. This programme 

aims to encourage visitors to visit the PTAR Kompleks Alam Bina. Among the 

activities were blokus, carrom, congkak, dam ular, dam haji, dominoes and 

Date of Training: 30 June – 13 June 2022 

Number of Days: 10 Days 

Figure 3.1.9.1  

The trainee sorted the books from trolley according 
their call number 
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PlayStation 4.  Various preparations have been made involving the trainee such 

as designing the poster, sorting gifts and many more. 

 

 

 

 

 

 

 

 

 

 

3.1.9.3 Selfie Spot @PTARKABS 

This activity was one of the tasks given by Mrs. Norliza Othman. It aims to promote 

the library and attract users to visit the library. All trainees help to paint benches 

and make wording "WE LOVE PTAR KABS". The final result of Selfie 

Spot@PTARKABS will be placed in front of the main gate of this library that next 

to the book drop machine. 

 

 

 

 

 

 

 

 

Figure 3.1.9.2  

The poster of E-Games & Indoor Games@PTARKABS that designed by the trainee 

Figure 3.1.9.3 

The final result of Selfie Spot@PTARKABS 
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Tearing each page 
sheet of the book

Cutting the book spine 
using paper cutting 

machine

Punching holes using 
the book hole machine

Sewing the books
Pasting the Simili / End 

Paper

Setting the book press 
and apply glue to the 

book spine

Remove the excess 
glue that have been 

applied  two days ago

Cut off the book (part of 
the head, chest, legs) 

and also cut the 
strawboard

Do the lining of the 
book required to glue 
the headband, mull 

cloth and recycle paper 
(brown paper) on the 

book spine

Cutting Acrolin

Stamping the title of the 
book on the book spine 

with hot stamping 
machine 

Merge glue

Figure 3.1.10(a)  

The process of conserve books 

3.1.10 Preservation and Conservation Unit 

 

 

 

All trainees will brief and assist Mr. Mohd Sarapi Samah on the process, tools and 

machines used in this unit and need to take extra precaution while using the tools and 

machines in this unit. He also told us that all trainees will experience how to conserve 

books and do our own special book project by using methods that we have learnt.   

 

 

  

Date of Training: 14 July – 27 July 2022 

Number of Days: 10 Days 
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Figure 3.1.10(b) 

Photo collage that shows the trainee doing the process of conserving the books 
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3.2 Extra Activities 

The extra activities are special tasks that involves all trainees of PTAR Puncak Alam that 

requested by librarians and staff of this library. 

 

3.2.1 Bengkel Pengurusan Organisasi Pengawas Pusat Sumber dan Kem Jawi on 

24 March 2022 

The trainee was assigned to help librarians and staff PTAR Kampus Puncak Alam to be a 

facilitator for the My First Step@PTAR which is one of the activities in this program with 

other trainees. This program was held on 24 March 2022 that involved the school librarians 

from SK Puncak Alam. This activity provides an opportunity for participants to search for 

books using the Online Public Access Catalog (OPAC). The trainee was also responsible 

as an usher of the VIPs for the program. 

 

 

  

Figure 3.2.1(a)  

Opening Ceremony of Program Bengkel 
Pengurusan Organisasi Pengawas Pusat 

Sumber dan Kem Jawi 

Figure 3.2.1(b) 

The trainee with her group which are school 
librarians of SK Puncak Alam for My First 

Step@PTAR 
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3.2.2 Majlis Sambutan Hari Raya PTAR Puncak Alam on 27 May 2022 

The trainee was chosen by Mr. Bakar Mohd Yassin and given an opportunity as an emcee 

for the program that held on 27 May 2022. She needs to prepare a script and recheck it 

with staf of PTAR Puncak Alam that handle this program to avoid any mistakes and correct 

any misspelled words. There are few impacts to the trainee as: 

i. Gained experience and confidence as it is her first time to be an emcee. 

ii. Be aware of the situation as there will be changes of the script during the 

program. 

 

 

  

Figure 3.2.2  

Before began the Majlis Sambutan Hari Raya PTAR Puncak Alam 
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3.2.3 Program Jom Sihat PTAR UCS Siri 1 on 3 June 2022 

This program is organized by the Kelab Kebajikan Staf and was held on 3 June 2022. 

Total of 30 PTAR UCS staff are involved in this program. This program aims to promote a 

healthy work culture among the staff of PTAR UCS. Among the activities carried out are 

aerobics and jogging. The trainees are responsible be instructors and lead for aerobics 

activities. 

 

 

Figure 3.2.3(a) 

Warming up session for Jom Sihat PTAR UCS Siri 1 

Figure 3.2.3(b) 

Photo session after finished the program with PTAR UCS staff 
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3.3 Special Project  

Special project is an initiative and idea from the trainee that can give a good impact to the library. 

The trainee had chosen to do a physical program which is indoor games at the lobby PTAR 

Puncak Alam.  

 

 

 

3.3.1 Introduction 

The idea was approved and guided by the library supervisor Mrs. Hafiza Mustape. Many 

staff and other trainees in this library have been involved and helped the trainee by giving 

advice and support before, during and after the program was held. Mrs. Hafiza Mustape 

suggested to put this program under Read@UiTM. For additional information, this 

program held on the same day as `Arif Zulhakim bin Zulkifli’s special project which is E-

Games@PTAR. The target audience are from all UiTM members which include staff and 

students. 

 

3.3.2 Purpose of the Program 

The purpose of Indoor Games@PTAR is to create a harmonious atmosphere and help 

PTAR users to reduce stress in doing work and learning. The program can attract PTAR 

users to know the techniques of the organized game. There are five games that are 

available on the day which are Blokus, Congkak, Dam Haji, Dam Ular and Dominoes. 

 

 

  

Special Project Name: Indoor Games@PTAR 

Date: 29 June 2022 
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3.3.3 Workflow of the Program 

 

Figure 3.3.3(a)  

The workflow of the special project 

 

Brainstorm and choose for 
individual special projects.

Attend a meeting with Mrs. Hafiza 
Mustape with other trainees for 

individual special projects.

The ideas and date of the 
program was approved by Mrs. 

Hafiza.

Do the proposal of the special 
project using the template given 

by Mrs. Hafiza.

Mr. Mohamad Hamidi Mohd Jais 
attended a meeting with 

Jawatankuasa Eksekutif Negeri 
(JKEN) UiTM Cawangan 

Selangor Bil. 4 Tahun 2022 for 
approval of application and 

provision of Program 
Read@PTAR.

Proceed on buying stuff and do 
preparation like design and 

distribute the poster, design the 
e-certificate, create google form 
and before the program is held.

29 June 2022

The day of Read@UiTM: 

E-Games & Indoor 
Games@PTAR

Make a program impact report, 
video montage and submit it to 

Mrs. Hafiza.
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Figure 3.3.3(b)  

The poster of the special project program 

Figure 3.3.3(c) 

The trainee during the day of her special project program 
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3.3.4 Total of Participants 

A total of 67 participants participated in the program and received many positive feedback 

and responses that shows on the google form. The participant will be given a gift souvenir 

and e-certificate as a participation prize. There are also lucky draw prizes for selected 

participants.  

 

 

 

 

 

  

Figure 3.3.4 

Photo collage that shows the participants during the day of the program 
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CHAPTER 4:  

INDUSTRIAL TRAINING 

REFLECTION 
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4.1 Application of Knowledge, Skills and Experience in Undertaking the Task  

The trainee has gained more knowledge during her five months of industrial training at every 

department or unit in PTAR Puncak Alam and also PTAR Kompleks Alam Bina. The trainee has 

gained many skills that cannot be obtained from her online class (as the degree classes are mostly 

and fully conducted at home only). Many things that students can learn as PTAR Puncak Alam 

has provided great opportunities and schedules that are packed with new knowledge. 

 

4.1.1 Social Skills 

This industrial training gets the trainee to know more new friends and new people at PTAR 

Puncak Alam. Every staff are very friendly and willing to help whenever unable to 

understand or want to reconfirm the answers for any tasks given.  The trainee was also 

given opportunities to be a facilitator that handles school librarians from SK Puncak Alam. 

Next, also involved in doing physical programs like Read@UiTM: E-Games and Indoor 

Games@PTAR, be an emcee for Majlis Sambutan Hari Raya PTAR Puncak Alam and 

also be an instructor for aerobic activity. This really helps to boost the student’s confidence 

level. 

 

4.1.2 Cataloging Skills 

The trainee was given an opportunity to catalog the library materials in the Libsys PTAR 

library system. As before, the trainee finds subjects related to cataloging like Organization 

of Cataloging (IML555) and Organization of Information Computerized Cataloging 

(IML655) are hard to understand as it is conducted online. During my time at PTAR Puncak 

Alam, I learned copy cataloging and also manual cataloging was easy and understood 

better than during lessons in classes as students need to do a lot of self-study and time. 
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4.1.3 Develop Good Teamwork 

During the training, I was accompanied by 4 other industrial training Bachelor of 

Information Science (Hons) Library Management (IM244) from UiTM Puncak Perdana and 

also UiTM Rembau. They help me a lot to survive and share knowledge during the five 

months of industrial training. They also help me during preparation of my special project 

and I also help them during their special project. Not to forget, the staff from every unit 

also give great teamwork especially during the Semester Break Project. The activity 

requires manpower as we need to transfer the collection of books and the addition of new 

shelves on the 4th floor of PTAR Kampus Puncak Alam. 

 

4.2 Personal Thoughts and Opinion  

Many things had been exposed and learnt during class, but during the training, the trainee can 

freely ask questions to the staff at every unit when they cannot understand. This shows that this 

course, which is IMC690, Industrial Training, helps all students from the Faculty of Information 

Management to understand more on this field before graduating from this course. PTAR Puncak 

Alam is a good choice for those who want to apply industrial training because it has many 

departments and units. It also gives students opportunities to learn and manage many activities 

at every unit. The staff are very helpful and friendly. It shows a very good environment for new 

people like industrial training students to work and gain experience in the library field. 

 

4.3 Lesson learnt  

The goal of industrial training is to give students working experience while also allowing them to 

learn through training and observation. The students will gain a variety of relevant experience 

from their industrial training, including good time management, communication, computer skills. 

There are many things that students can learn during industry training and apply while working in 

a company and organization. 
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4.3.1 Need to Belief in Yourself 

As a trainee, I need to seek knowledge and not be a passive student. Students who will 

graduate need to be confident with themselves as they will enter the working life soon. 

Students need to avoid being too timid during the industrial training. During the training 

period, we need to discover our own strength and ideas to complete any tasks like 

handling events or programs. It will help to enhance many skills and adapt to new working 

environments and teams. 

 

4.3.2 Need to Tolerate 

While working in an organization or company, it is really important to tolerate others in 

order to enhance creativity skills and sharing ideas. As every person has their own opinion, 

strength and weakness in any field. Every person in an industry needs to build good 

communication skills with a group of workers and learn to have proper behavior in 

corporate life. Even though we need to have professionalism in working, we need to avoid 

being rude to each other in order to create a healthy workplace. 

 

4.3.3 Be Responsible 

The internships will increase the sense of responsibility and good work habits. As a good 

future worker that will be able to instill good moral values like responsibility, likely able to 

complete the task given during the industrial training within the time given. It is good as 

other staff will trust you during the training period. 

 

4.4 Limitations and Recommendations  

The limitations and recommendations are not only given for the PTAR Puncak Alam, but also for 

students who will take this course in future. PTAR Puncak Alam is a great library that has provided 

PTAR users many facilities, services and collections. However, there are few suggestions for 
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improving the management to be a library that can produce usability and accessibility of quality 

services in the long term. 

 

4.4.1 No Experience  

Before I reported myself to PTAR Puncak Alam, I felt anxious as I never had 

experience in a working environment. Those who have the same situation need to 

overcome and challenge themselves. It is okay to feel nervous, but not being someone 

that is passive during the industrial training period. For recommendation, students 

need to try interacting and communicating with friends and staff because to work in 

any company, especially in a library, one needs to have good communication skills to 

interact and help the library users such as working at Customer Service and Collection 

Unit. 

 

4.4.2 Need to Add New Staff 

PTAR Puncak Alam needs to consider opening a job vacancy for the Preservation and 

Conservation Unit. It is because there are many workloads to handle for only one 

manpower only. There are many processes that require doing in this unit as I had 

experience for two weeks only. In addition, I do enjoy working in this unit as I 

experience to make my own book by myself with techniques learnt with Mr. Mohd 

Sarapi Samah. 

 

4.4.3 Improve the Broadcasting Equipment 

PTAR Puncak Alam has succeeded in handling many activities that are held via online 

like webinar or online information literacy class. I think this library needs to improve or 

upgrade their equipment for doing live sessions as they always provide good input and 

sharing such as to handle their own live streaming video and audio or do online class.  
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CONCLUSION 

 

In conclusion, Universiti Teknologi MARA (UiTM) has continuously worked toward the objective 

of producing well-rounded students who are competent enough to work in the industry, well-

equipped with the necessary knowledge technically, and skilfully as they will be expected to 

perform the necessary tasks that are needed in the industry that will help to improve their resume 

to be absorbed into the industry after graduation. The guidelines and timelines are made clear for 

the students to follow in order to study while experiencing how the theoretical knowledge obtained 

in the classroom is implemented in the real-life industry. Lastly, I am really grateful to choose 

PTAR Puncak Alam for my industrial training as they manage to improve skills as they provide 

learning experience and are able to create precious memories.
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Timestamp NAMA
NOMBOR 

PELAJAR 

TARIKH 

KEDATANGAN 

MASA KETIK 

MASUK

MASA KETIK 

KELUAR 
6/30/2022 7:53:08 NURUL FATIHAH BINTI AMINUDDIN 2020960691 30/6/2022 7:52:00 AM

6/30/2022 17:01:50 NURUL FATIHAH BINTI AMINUDDIN 2020960691 30/6/2022 5:01:00 PM

7/1/2022 7:42:51 NURUL FATIHAH BINTI AMINUDDIN 2020960691 1/7/2022 7:42:00 AM

7/1/2022 17:00:37 NURUL FATIHAH BINTI AMINUDDIN 2020960691 1/7/2022 5:00:00 PM

7/4/2022 7:54:11 NURUL FATIHAH BINTI AMINUDDIN 2020960691 4/7/2022 7:54:00 AM

7/4/2022 17:01:04 NURUL FATIHAH BINTI AMINUDDIN 2020960691 4/7/2022 5:01:00 PM

7/5/2022 7:55:51 NURUL FATIHAH BINTI AMINUDDIN 2020960691 5/7/2022 7:55:00 AM

7/5/2022 17:01:30 NURUL FATIHAH BINTI AMINUDDIN 2020960691 5/7/2022 5:01:00 PM

7/6/2022 7:57:11 NURUL FATIHAH BINTI AMINUDDIN 2020960691 6/7/2022 7:57:00 AM

7/6/2022 17:01:12 NURUL FATIHAH BINTI AMINUDDIN 2020960691 6/7/2022 5:01:00 PM

7/7/2022 7:53:00 NURUL FATIHAH BINTI AMINUDDIN 2020960691 7/7/2022 7:52:00 AM

7/7/2022 17:03:13 NURUL FATIHAH BINTI AMINUDDIN 2020960691 7/7/2022 5:02:00 PM

7/8/2022 7:52:37 NURUL FATIHAH BINTI AMINUDDIN 2020960691 8/7/2022 7:52:00 AM

7/8/2022 17:00:18 NURUL FATIHAH BINTI AMINUDDIN 2020960691 8/7/2022 5:00:00 PM

7/12/2022 7:43:37 NURUL FATIHAH BINTI AMINUDDIN 2020960691 12/7/2022 7:43:00 AM

7/12/2022 17:01:27 NURUL FATIHAH BINTI AMINUDDIN 2020960691 12/7/2022 5:01:00 PM

7/13/2022 7:57:06 NURUL FATIHAH BINTI AMINUDDIN 2020960691 13/7/2022 7:56:00 AM

7/13/2022 17:00:20 NURUL FATIHAH BINTI AMINUDDIN 2020960691 13/7/2022 5:00:00 PM
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