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ABSTRACT 

Industrial Training is one of the requirement for students of Bachelor in Information 

Science in Library Management to finish the study and graduate. The final semester 

students need to go through the training for five months or for a semester to seek 

knowledge in a working environment and also to apply the knowledge they gained from 

the past semesters for their industrial training. The training started on 31st of August 

2019 until 3 ! 51 of December at University of Cyberjaya (UoC) or formally known as 

Cyberjaya University College of Medical Science (CU CMS). The trainee chose UoC 

as the place for the industrial training due to the Recommendation of the lecturer. As 

times went by, the trainee did gained a lot of experiences and deeper knowledge in 

handling library's operations and tasks from the staffs and the university itself. The 

organization and library's background, activities and reflections of the trainee had been 

stated in this report. 
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UNIVERSITY OF CYBERJAYA LIBRARY & KNOWLEDGE MANAGEMENT CENTRE 

I .4 UoC Organizational Structure 

1.4.1 Logo 

(� UNIVERSITY OF
�CYBERJAYA 

Logo description: 

Figure 1.5 

UoC New Logo 

C-letter mark is modern, forward thinking and fluid in

design and simply denotes the town of Cyberjaya. It is made up of 3 

rings representing academic excellence, innovation and social 

impact. The two diagonal intersections on the left of the C-letter 

mark is designed to create a forward leaning motion illustrative of 

the university's continuous advancement. 

Purple as the primary colour theme to pay homage to the 

previous brand identity. A darker shade of purple was chosen to 

make a stronger and bolder statement. As before, the purple 

embodies the noble values that the university seeks to nurture 

among all the graduates. A dash of magenta was added to represent 

a caring and nurturing approach which is yet another link with our 

previous brand motto, Nurturing the Passion to Care. 
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2.6.2 

UNIVERSITY OF CYBERJAYA LIBRARY & KNOWLEDGE MANAGEMENT CENTRE 

Library Entitlement 

The loan entitlement for the library materials are described by 

the table below; 

Categories 

Academic Staff 

(Full time) 

Academic Staff 

(Part time)/ 

Administrative Staff 

Postgraduate 

Undergraduate 

Diploma 

Foundation 

Table 2.6 

Loan Entitlement 

Open Shelves Reference 

Staffs 

I Item / 

30 Days 

5 Items/ 

30 Days 
I Item / 

30 Days 

Students 

5 Items I

30 Days 

I Item / 

5 Items I 2 hours 

14 Days 

Red Spot 

I Item/ 

7 Days 

I Item/ 

7 Days 

I Item/ Day 
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3.0 Introduction 

Chapter 3 covers the industrial training activities that have been done by the 

trainee within five (5) months of internship. There are explanations of the 

details for the activities done in each units of the UoC Library & Knowledge 

Management Centre. 
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3.1 Industry Training Activities 

On I st of August 2019, the trainee went to University of Cyberjaya to 

report on industrial training. The library manager, Mr. Azhar Tajul Noor who 

is the library manager and also the supervisor (SY) in-charge for the trainee, 

briefed on the library overview. He brought the trainee for library tour and the 

organization's building. He briefed shortly the organization background and 

assisted the trainee to meet the Human Resource staff. The trainee received 

the schedule for industry training to ensure the training went smoothly and 

accordingly under the units assigned. The schedule is as the Table 3.1. 
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3.1.1 Circulation Unit 5/8/2019-30/8/2019 

As scheduled, the trainee started the practical training with circulation 

unit on 5 th of August 2019. The staff who is in charge in handling the 

circulation unit is Mr. Ahmad Azim. He briefed Standard of Operations (SOP) 

and all the details about the circulation unit. This unit is responsible in the 

matters of the services provided by the library such as the circulation of 

books. document delivery services, reservation of discussion and thesis rooms. 

the library fines and also the loans entitlement for all the UOC Library and 

Knowledge Center. 

Then. Mr Ahmad Azim also briefed about the process of circulation 

and how to use Virtual Library System (VTLS). The system is used for the 

process of borrowing, returning, library fines and also other modules for other 

units available. 
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c) Evaluation of Cataloguing Unit

The work flows of the cataloguing processes are well-arranged. 

Although the cataloguing process require a lot of steps before the library 

materials can be shelf, the staff in-charge managed to catalogue IO books 

which is the minimum number of books supposedly to be catalogue in a 

day. 

d) Recommendation to This Unit

The cataloguing format for a few books were already converted to 

RDA format but only for the new items. Suggested that the library to 

consider of having another staff which already trained with RDA so that 

all of the collections can be converted to RDA format which is current to 

date. 
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3.1.4 Reference Unit Ill l/2019 22/11/2019 

On I s1 of November 2019, the trainee continued training with 

Reference Unit. Mrs. Hawa Naimah is the responsible staff for this unit. She 

briefed the workt1ow and SOP of the unit to the trainee and also showed the 

list of on line databases subscribed by the library. 

UoC Library & Knowledge Management Centre used OpenAthens as 

the gateway between the subscribed online databases and the users of the 

library. 

13, OpenAtllens

Figure 3.16: 
OpenAthens logo 

a) Key Take Away

• Communication Skill

• Application Software Skill (OpenAthens, Mendeley and Adobe

Illustration Pro CC 20 I 9)
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3.2 Special Project 

3.2.1 UOC Library & Knowledge Management Centre Corporate Video 

Corporate video is a video focusing on library's staffs, opening 

hours, interior designs, collections and also services offered by the 

I ibrary. Through the video, the user can view the library shelves, 

seating capacity and also the circulation and reference counter in the 

library. 

The video should be used for the introduction to library purpose 

such as before starting the library orientation for the new staffs or 

students. This is because, the video might help the librarian to give 

clearer explanations regarding the library informations. 

The hardware and software that have been used in making the 

video are as below. 
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On the day of the convocation (23rd of November 2019), the 

trainee assisted the library team to arrange convocation book on YIP 

seats before the ceremony started. 

Impact on the Trainee: 

Firstly, the trainee can improved the skill of writing speeches. 

The trainee managed to finish the speeches in Bahasa Melayu before 

submitted to be translated by other staff-in-charge. 

Next, by participating the committee of Publication and 

Speeches, the trainee increased the cooperation skill as the trainee got 

to join all the meetings to discuss regarding the speeches and also 

convocation book. 
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3.3 Conclusion 

The chapter emphasized the activities, projects and extra activities that have 

been done by the trainee during five months of industrial training at UoC 

Library & Knowledge Management Centre. The impacts on trainee for 

participated all the activities were also stated at end of the explanations for 

each of the activity. 
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CHAPTER 4: 

INDUSTRIAL TRAINING 

REFLECTION 
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Some subjects that help the trainee to apply during industry training 

are Descriptive Cataloguing (IML507), Public Relations in Information Work 

(IML553), Computerized Cataloguing (JML655), Multimedia for Information 

Professional (JMS457) and Management of Records in Organizations 

(IMR45 l). 

UoC consists of national and also international students, lecturers and 

staffs which came from many parts of the world. Most of them communicate 

with each other in English. Within 5 months of internship, the trainee 

managed to boost up the confidence skill and communication skill which the 

trainee applied the lesson learnt from Public Relations in Information Work 

(IML553). To have the confident in communicating with the users of the 

library, the trainee managed to increase the skill of handling a lot of people 

with different backgrounds. 

Next, as the trainee assigned to catalogue the new collections of the 

library, the trainee found out that the theories from the subject Computerized 

Cataloguing really helped the trainee in cataloguing process. By using VTLS, 

the trainee managed to apply some basic theories that the trainee have learnt 

which related in applying MARC2 I and AACR2. Apart from that, the subject 

which related to Computerized Cataloguing which are Subject Cataloguing 

and Classification (IML555) and also Abstracting and Indexing (IM605), 

helped the trainee to organize the bibliographic data and resulting in producing 

the call number for the library collections. 
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CONCLUSION 

In conclusion, industry training did gave a lot of great experiences on how 

to survive in the industry. Those five (5) months of internship actually a great 

period for the students to apply and enhance library skills for future undertaking. 

The decision to undergo industry training at UoC Library & 

Knowledge Management Centre was indeed a good choice as the trainee 

managed to learn and apply a lot of knowledge gained during study years. The 

experiences of working environment really help the students to discover what the 

risks of making decisions, the opportunities to be taken and also believe in self in 

order to be a critical thinking employee in improving the library services and 

library achievements. 

The activities and tasks that have been done by trainee were new 

experiences which the trainee had to handle physically and took the responsible 

in every actions. At the same time, those experiences made the trainee able to 

increase self-esteem and self-responsible in order to success in work 

environment. Actually, either the learning processes are by theoretically or 

practically, the trainee encourage herself to be brave in taking chances to be a 

productive employee which can benefits the library or the organization. 
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