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ABSTRACT 

Information Resource Centre University Tenaga Nasional was my choice to undergo my 

five months of industrial training. Information Resource Centre University Tenaga 

Nasional was one of the biggest library among library in Malaysia. I was supervised by 

Mrs. Khairun Fasehah Ab Halim during my five months of intern. I was assigned in 

accomplishing various task and duty that gives me the experience to be in the real 

workplace situation. I was also able to apply practically all the skill and knowledge 

acquired from my previous lecture class during my intern here. Besides, I learned and 

experienced so much new things that I never learned in lecture before such as the 

process of acquisition, and how a library operates in reality. In this report, it includes 

some of the details regarding Universiti Tenaga Nasional, Information Resource Centre 

(IRC), all the activities done during my industrial training, the way on how to handle users 

and program, and the reflection of all that. I had gained in those five months of intern. As 

a trainee a good attitude is a must to make sure of getting good feedback from the 

organization and gives a self-satisfaction. Within this 23 weeks of industrial training it 

really taught me knowledge and experience were something that we can get everywhere 

depend on how hard you're willing to grab it. 
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CHAPTER 1 : INTRODUCTION 

1.1 BACKGROUND OF THE ORGANIZATION 

1.1.1 PROFILE OF THE NATIONAL ENERGY UNIVERSITY 

The National Energy University or also known as Universiti Tenaga 

Nasional (UNITEN) is a private institution which providing academic 

programmed and technology skills training whereby focusing on 

engineering field within the same campus. The university's programmed 

not only prepares its graduates to become knowledgeable and competent 

professionals, but also to build and develop students as well-rounded 

individuals with broad intellectual outlook. The university's programmed 

not only focused on engineering, but also prepared information 

technology, business management, language center and related 

programmed which have demanding in country nowadays. As people 

known, The National Energy University is one of private universities in 

Malaysia and wholly owned and funded by public listed Tenaga Nasional 

Berhad (TNB), whereby one of the largest utility electrical companies in 

South East Asia. 

The National Energy University commenced operation in 1976 as 

lnstitut Latihan Sultan Ahmad Shah (ILSAS), which served for many years 

as the corporate training center for Tenaga Nasional Berhad (TNB) and 

its predecessor, the National Electricity Board. Even though, The National 

Energy University started operation in 1976 however indirectly involved 

with human resources development and State Intellectual Property Fund. 

In 1994, ILSAS was transformed into an institute of higher learning and 

renamed to lnstitut Kejuruteraan Teknologi Tenaga Nasional (IKATAN). 
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1.1.2 LOCATION OF THE NATIONAL ENERGY UNIVERSITY 

The National Energy University's main campus is located 50 kilometers 

south of the capital city of Kuala Lumpur near Kajang in Selangor and 

easily accessible via several highways. Nestled on a 214-hectare site of 

gently sloping land amid lush greenery, situated close to the commercial 

and cultural activities of Kuala Lumpur, the modern and serene campus 

provides an ideal environment for academic fulfillment and intellectual 

growth. The campus is strategically located within the Multimedia Super 

Corridor (MSC), a mega project area dedicated to information technology 

development that has attracted giant companies from all over the world 

to conduct their research and development activities into new 

technologies. It is close to Cyberjaya, the hub of major MSC activities and 

is just next to Putrajaya, the Malaysian Government's new administrative 

center. 

UNI J'ERSITI TENAGA NASIONAL 

iJ-UIN CAMPUS MAP 

Figure 1.2 
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Functioning in a setting of unique design, it serves as a blend of a 

conventional and modern resource center by providing an aesthetically 

pleasing and conducive environment for study and research. It has 

seating for 107 4 users and spacious reading areas furnished with modern 

facilities and technology. 

1.1.4 VISION, MISSION AND OBJECTIVES 

Vision 

Information Resource Centre (IRC) want to be a reputable academic 

library with a global reach in information access. 

Mission 

Information Resource Centre (/RC) strive in delivering quality information 

services to stimulate advanced research, learning, collaboration and 

knowledge creation within the community. 

Objective 

1. To satisfy the teaching, learning, and research requirement of our

customers at the University with relevant sources of information

2. To encourage all staff especially executives to read one (1) book

per month.

3. To provide excellent Library services to all University customers

whenever they may be.

4. To promote usage of the library to all users.
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Philosophy 

1. Respect and compassion for the entire community including

stakeholders and students.

2. Promote information services in a manner which reflects the

distinctive character of UNITEN Library as a center of world-class

excellence.

3. Acquisition of knowledge via intellectual, physical and spiritual

development in order to produce a balanced professional.

4. Promote harmony and understanding between people of diverse

backgrounds to further international/ intercultural understanding.

5. Provide the UNITEN community including those less fortunate and

underprivileged with equitable access to information.

6. Acquire, organize and provide information resources appropriate

to UNITEN's educational goals in preparing Engineering and

Business professionals.

7. Teaching information skills to all Library users as the basis of

lifelong learning.

Library Pledge 

Staff's of Universiti Tenaga Nasional Library, pledge to perform with full 

responsibility and high integrity, always adhering to policies and 

guidelines, supporting the implementation of University's initiatives, 

providing quality service, prioritizing on customer's satisfaction, fostering 

harmonious environment, also to practice good values and implement 

continuous improvement in order to upgrade work quality based on 

excellent work culture. 



1.1.5 OPERATING HOUR 

DAY 

Monday 

Thursday 

Friday 

Saturday 

Sunday 

Table 1.1 

Operation Hour 

DURING SEMESTER 

08:30 am - 10:00 pm 

08:30 am - 10:00 pm 

09:00 am - 04:00 pm 

09:00 am - 05:00 pm 

• The library is closed on public holidays

DURING SEMESTER BREAK 

08:30 am - 5.15 pm 

08:30 am - 12:00 pm 

02:30 pm - 5.15 pm 

Closed 

Closed 

• Library services hours can be changed or extended from time to time

according to the needs and study week.

• No borrowing is permitted 5 minutes before the posted closing hours
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1.1.6 FACILITIES BY INFORMATION RESOURCE CENTRE (IRC) 

1. Information and Services Counter

At the information and service counter, library assistant will help

in locating information and helps users make the most effective

use of the library's facilities, services and collections. For other

complexities of inquiries, qualified librarian or reference officer will

approach and help you mastering the complexities of the

electronic and printed resources which serve as guides to the

library's collections, and fully utilizing the available resources.

2. Study Spaces

Figure 1.4 

Information Desk/Counter 

IRC provides a variety of study spaces for students, staffs, and

researchers from inside and outside of the university. These range

from individual study spaces for quiet study, group study rooms

where students can work together on projects or discussion.

Figure 1.5 

Study Space Area 
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3. Computer Lab

The Information Resource Centre (IRC) provides two computer

labs to assist users with the User Education Programs and

training. Users may proceed the lab's reservation for other

appropriate activities. The labs are located at Level 5 and adjacent

to each other.

4. 24-Hours Study Area

Figure 1.6 

Info Lab 

The Information Resource Centre (IRC) provide area which is

open for 24 Hours Study Area for users to study during normal

week and examination week. It is also equipped with WiFi

connection and plug points for users' usage. This area also

students may bring outside food and drink.

Figure 1.7 

24 hours Study Area 



5. Learning Commons Area

The Information Resource Centre (IRC) provides the Learning

Commons Study Area for leisure reading and common discussion

environment. There are more 200 reader spaces and 20

computers with WiFi facilities. The new concept of library

environment is for those who wish to study in small groups with

low-volume conversation.

6. Examination Hall

Figure 1.8 

Learning Common Area 

The examination hall is located at Level 6 and is used for

examination or test purposes. Users and outsiders can reserve

this hall at Facility and Development Management Department

(FDM).

Figure 1.9 

Examination Hall 
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1.1.7 SERVICES OFFERED BY INFORMATION RESOURCE CENTER (IRC) 

1. Photocopy Services

The Information Resource Centre (IRC) provides photocopy

machines workstation at Level 5 to facilitate users in making

photocopies. Users are allowed to photocopy several pages of

books for their references. Users are reminded to abide by the

Copyright Act 1987.

2. Library Search Skills Class

Library search skills class describes the preliminary steps which

should be taken to ensure finding all relevant information. It will

focus on how to use OPAC, Online Databases and other

electronic resources. The students will be introduced to reference

sources in their respective fields and the most effective way of

retrieving the needed information. These classes are planned for

small group of not more than 15 students.

3. Assistance and Advice

The Information Resource Centre' will assist user how to use the

Library OPAC and other online services to retrieve materials,

suggest the appropriate subject headings that you can use when

searching for materials on a particular topic in the computer

catalogue. Help user to find more information for their tutorial

topics or projects by using some of the materials in Reference

Collection. Shows user how to find relevant periodical articles for

their assignments by using the periodicals index. Suggesting

outside sources where the materials can be obtained if user are

not available in our library.
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4. User Education Program

The Information Resource Centre (IRC) aims to promote effective

use of information, information sources and information systems

by conducting Library Instructional Program. These include one

to-one library orientation for UNITEN Academic Staff and library

workshops for undergraduate and graduate students, to help them

search for information related to their assignments or projects, and

resource-specific instructions targeting both academic and

administrative staff. It also aims to teach and assist users to

effectively utilize all information sources, services and facilities

provided by the library.

5. Library Visit

Universiti Tenaga Nasional's Information Resource Centre (IRC)

is an open access facility and are pleased to offer a multitude of

services for all members of Malaysian Community. Visitors may

use Information Resource Centre's facilities until closing or until

10.00pm when the library is operating 24 hours. While on-site,

visitor have access to all of the library's databases and electronic

resources, as well as professional assistance from reference

librarians and subject specialists. Visitors may also print and scan

documents and are welcome to read or use any of the books in

our collection. In order to access the Internet, Online Databases

and electronic resources, you will need to show a Uniten Library

Member ID.
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1.1.8 INFORMATION RESOURCE CENTER'S COLLECTIONS 

The Information Resource Centre has extensive resources of over 

200,000 volumes of books, journals, printed and non-printed collections. 

The collections are mostly open access, except for the AV (Audio-Visual) 

and thesis materials. The collections are classified according to the 

Library of Congress Classification System. These materials are placed on 

open shelves so that library users will have free access to these materials. 

Other collections such as government documents, reference works, 

audiovisual materials, and other special resources are located in a special 

designated area. The Online Databases Collection include over 250,000 

subscribed databases, e-journals, e-books, theses, student projects, 

research reports, etc. in full text. 

1.1.8.1 TYPE OF COLLECTION 

There are eight major collections, exclude institutional repository 

which is past year question paper, and online database. 

1. Open Collection (OPEN) - Location: Level 4 and Level 5

Comprises books in all subject areas which is open accessed and

may be borrowed within the period specified in the schedule of

"Loan Eligibility and Fines" for different category of users.

2. Reference Collection (REF) -Location: Level 2

Consists of reference sources such as dictionaries,

encyclopedias, directories, handbooks, guidebooks, atlases,

yearbooks, bibliographies, indexes, abstracts, standards,

gazetteers and others. These materials are for reference only.

3. Non-printed Collection (NONP) - Location: Level 5

This collection comprises of materials such as DVD, videos, film

strips, audio-cassettes, CDs and other non-printed materials.
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4. Thesis Collection (THS) - Location: Level 5

This collection comprises of materials such as theses,

dissertations and scholarly publication.

5. Project papers (PRP) - Location: Level 5

This collection comprises of printed-materials other than books

such as reports, guides and others.

6. Special Collection (SPC) - Location :Level 5

Consists of Tenaga Nasional Berhad publications, archives,

reports, unpublished seminar papers, government publications,

act I statutes, manuscripts, thesis, monographs, past year

examination papers, project papers and documents.

7. Bound journal (BDJ) - Location: Level 4

Its consists of back issues journals in multidiscipline which are

bound.

8. Serials Collection (SER) - Location : Level 4

Contains current and bound journals and magazines. These

collections are for reference only.
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1.1.8.3 Call number 

Each of the library material has a call number. The call number 

represents the location of the material on the shelf. It comprises the 

following components: 

• Type

• Subject

• Subject Subdivision

• Number based on the main entry

OPEN 

QA 

76.64 

.W82 

1999 

TKT5 
• Publication date

• Location

Figure 1.12 

Example of Call Number 
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1.1.9 FLOOR PLAN 
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LIBRARY FLOOR PLAN: LEVEL 1 
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Floor plan (Level 1) 

Figure 1.14 

Floor plan (Level 2) 
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1.1.10 RULES AND REGULATIONS 

In order to provide a conducive environment for its users, the following 

will be enforced: 

1. Users must follow the dress code as per stated in UNITEN "KOO

TATAKELAKUAN PELAJAR UNIVERSITI TENAGA NASIONAL" in

section 8.05. The Library staff may request any "improperly dressed"

users to leave the Library.

2. User ID card must be worn all the time within the Library and all library

transactions require the user ID.

3. Materials such as bags, parcels, caps, and umbrellas are not allowed to

be taken into the Library. The Library is not responsible for any loss,

damaged or misplace of personal belongings.

4. Handbags of size above 25cm x 30cm are not allowed to be taken into

the Library to avoid loss of Library materials.

5. Mobile phone must be put on silent mode while in the Library.

6. Eating, drinking and smoking are not allowed to be taken in the Library

areas except for bottled mineral or drinking water.

7. Library materials and furniture should not be moved or misused.

8. Most Library materials are protected by COPYRIGHT ACT. Therefore,

users are fully responsible for all photocopying done.

9. Study areas may not be reserved in the Library. Items, including Library

materials left unattended on library reading tables or carrels may be

removed by the Library staff.

10. All Users must treat the Library materials carefully to maintain the Library

collection in good condition.

11. Books and other Library materials must not be mutilated or defaced.

RM20.00 will be charged for full replacement cost for any item lost or

damaged including a handling.
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12. Borrowers are required to return or renew their loans when due. The date

due is indicated on the due slip. Fines are imposed for late returns.

13. Users are not allowed to bring children under the age of 12 into the

Library.

14. All users leaving the Library in possession of books and Library materials

must ensure that materials on loan have been scanned and synthesized.

The Library is equipped with electronic security exit doors and CCTVs to

detect violators.

THE ABOVE RULES ARE IN ACCORDANCE WITH THE UNIVERSITY 

GUIDELINES PERTAINING TO ETHICS, MORALITY, AND DISCIPLINE. 

ALL STUDENTS ARE BOUND BY A "KOO TATAKELAKUAN PELAJAR 

UNIVERSITI TENAGA NASIONAL". ALL STAFFS ARE BOUND BY A 

"PROSIDUR TATATERTIB TENAGA NASIONAL BERHAD (TNB), EDISI 

KEENAM, 2013. 
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2.1 PROFILE 

CHAPTER 2 : ORGANIZATIONAL STRUCTURE 

In Information Resource Centre (IRC) UNITEN, they are not dividing their 

structure by department. Instead, divisions are used to divide their sections and 

narrower into units. There are six units under IRC which is Resource 

Development in terms of acquisition process, Technical Units in terms of 

cataloging process, Serial and Repository Unit, Admin and Electronic Resource 

Unit, User Services in terms of Circulation and facilities management, and 

Reference and Information Services. During the industrial training, all the trainee 

was scheduled be in all the divisions in the library and learnt how everything 

works in the first place. 

2.2 DEPARTMENTAL STRUCTURE 

2.2.1 ADMINISTRATION AND E-RESOURCE 

� 
DIRECTOR 

Ruzli Zairazi 

ADMINISTRATION 

Nor'Ain Abu Bakar 
'-..__/ 

HEAD UNIT OF E-RESOURCE 
Md Yazid Muji 

Figure 2.1 

Admin Assist 
Hazwani lklil M. Noor 

� 

Administration and E-Resource Structure 
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CHAPTER 3 : INDUSTRIAL TRAINING ACTIVITIES 

3.1 INDUSTRIAL TRAINING ACTIVITIES 

In this chapter, trainee will focus about training activities which trainee have done 

in five (5) months of the internship at Information Resource Centre, Universiti 

Tenaga Nasional. There are six units that trainee must went through and 

complete all the unit which gave different knowledge and experiences. Each 

department's staff are very welcoming trainee and her teammates and teach 

them on how to manage the problems and task given. Trainee had been started 

with Technical Process Unit and last with Serial and Repository Unit. 

Trainee also explain about the scope of work and activities that trainee have 

involved during undergoes internship. Before trainee start the training activities, 

trainee was introduced to Puan Ain which was Senior administration's staff for 

Information Resource Centre. Then, trainee got to introduce to all IRC staff. 

Trainee's schedule in Appendic A and attendance can be viewed in Appendic B 

. While, industrial training's log book can be viewed in Appendic C. 

3.1.1 CATALOGUING 

Trainee were assigned to do the thesis cataloging for the year 2016 until 

2018. This task was given while trainee was under Technical Process 

Unit, under supervise of Miss Roslah (Head of Technical Process Unit) 

for three weeks. Trainee were told that every semester, there's are 

several set of theses which came from College of Engineering (COE), and 

College of Business Management and Accounting (COB) need to catalog. 

Trainee were given several trollies of theses to be catalog. The cataloging 

process was guided by Miss Atikah, who is one of the catalog's staff unit. 

She gave trainee tips and guidance on how to do the task and what source 

should trainee refer from. also supplied the cataloging manual and a 

cutter table for trainee to refer. 
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CHAPTER 4 : INDUSTRIAL TRAINING REFLECTION 

4.1 APPLICATION OF KNOWLEDGE, SKILLS AND EXPERIENCE IN 

UNDERTAKING THE TASK (KNOWLEDGE GAINED) 

In this chapter, will explain trainee have applied and learnt various things about 

the application knowledge, skills and experience. Trainee got a lot of information 

and acquire a new skill that related in librarianship field such as library skills, 

library management, soft skills and, improvise professional skills. 

4.1.1 CATALOGUING SKILLS 

This skill is priceless knowledge because not everyone can doing the 

cataloguing process. Trainee have learn how to do original and copy 

cataloguing by using KOHA System. As trainee, felt glad that the staff in 

Technical Process Unit which is Cataloguing process willing to share the 

tips and knowledge about cataloguing. Trainee also get an experience 

doing book process when were training in Resource Development Unit 

which is acquisition process such as paste barcode, call number and 

check quality of books. 

4.1.2 MANAGEMENT SKILLS 

The management skill such as time management. During undergoes, 

trainee have learnt to be punctual in many ways. For example, punctual 

when arrive at office, complete the task given before the dateline, and 

punctual attend the meeting or any program. 

4.1.3 PUBLICATION SKILLS 

As trainee who assigned to any task including create and publish. Trainee 

got the opportunity to enhance publication skills by creating posters and 

video using online application and offline software. First poster which 

trainee need to create was at User Services Unit, which is Memo Poster. 
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CONCLUSION 

As a conclusion, trainee have so many chances and experiences in order to gather the 

knowledge to help trainee understand more about the work process in library 

management for about 5 months in industrial training. This industrial training is core 

subject for IM244 students before graduates as gives trainee the real expose to know 

how the real working life in this fields. As student, industrial training is very important 

which makes the trainees to be more ready before step forward to the working 

environment. Trainee had choose Information Resource Centre, Universiti Tenaga 

Nasional as a place to do the industrial training and thankful for their acceptance. 

Practical training at Information Resource Centre, UNITEN gives more ideas and 

knowledge about the workflow for academic library or information resource centre. 

Information Resource Centre UNITEN, is a great example for academic library 

because it is among the biggest library at Southeast Asia. So, it has huge of collection 

and of course there are such of task to be learn. This make me get clearer understanding 

about the work relating to library management as before this only learn in theory. Trainee 

also express happy as all the staff in Information Resource Centre always assists indoing 

works for every unit. It is such knowledgeable moment in handling library management 

as trainee gain experience a lot. Trainee feel satisfied with what trainee had learn and 

apply. Trainee have a chance to be exposing not only with librarian responsibilities but 

every position in the Information Resource Centre. Lastly, choosing of Information 

Resource Centre Universiti Tenaga Nasional as a place to do industrial training is a true 

and great as it place in getting experience and knowledge. 
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