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ABSTRACT

Industrial training is an important phase of a student’s life. A well planned,
properly executed and evaluated industrial training helps in developing a professional
attitude and behavior. It develop an awareness of industrial approach to the problem
solving, based on a broad understanding of process and mode of operation of the
organization. The aim of this industrial training is to train and receive a skills,
teamwork, and discipline and technical knowledge through a proper training of working
environment. The purpose of this documentation is to report the activities that have been
done by the industrial trainee. During the period of 5 months training at UoC Library &
Knowledge Management Centre, trainee was assigned to do the daily task in the library
such as manning the circulation counter, shelving and shelf reading and handle all the
activities that held by the library. The industrial trainee also has been assigned to do
some special project to fulfill the industrial training syllabus and to make industrial

trainee aware with working environment.
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INDUSTRIAL BRIEFING

The Industrial Training subject IMC690 provides pre-professional work
experiences with specific assignment and responsibilities. This paper involves 480-
hours equivalent work placement, paid or unpaid, located in an approved industrial site,
working under supervision of an experienced Information Professional. During the
industrial training, the student is expected to contribute to the activities of the workplace
and to meet the same demands of work production and responsibility expected by the
organization of its regular employees. An Industrial Training programmed is relevant to

a student’s personal career interests and improve their marketability after graduation.

OBJECTIVES OF THE INDUSTRIAL TRAINING
The objectives of the Industrial Training are:

v To provide pre-professional work experience with specific assignments and
responsibilities.

v" To encourage/ stimulates a personal career interests, serving as a bridge between
university and the world of work.

v" To help students improve their marketability after graduation

v" To encourage students to apply the skills and knowledge gained at the university
to benefit the organizations.

v' To adapt managerial and technical skills in a library and information

environment.
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CHAPTER 1
INTRODUCTION
1.0 INTRODUCTION

This chapter will review the background of organization and the library. The
background explains about the introduction, vision, mission, and maps of the

organization, programmes and faculties, facilities and their organizational structure.

1.1 BACKGROUND OF THE ORGANIZATION

University of Cyberjaya (UoC) (formally known as Cyberjaya University
College Medical Sciences (CUCMS)) is a top-tier healthcare university in Malaysia as
reflected in the latest Ministry of Higher Education’s SETARA ratings which has
accorded UoC a 5-star (Excellent) rating on par with leading public universities.
Established in 2005, the university is in Cyberjaya, Malaysia’s first smart-city on a 5
acre, modern, fully equipped, green-friendly campus. The campus is surrounded by lush
greeneries and provides a serene, conducive environment for student living and

learning.

| : p. - = o

Figure 1.1: the view of University of Cyberjaya
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1.2 VISION AND MISSION
1.2.1 Vision

We aspire to be a distinctive institution of higher learning producing competent

healthcare and related professionals.
1.2.2  Mission

To be a distinctive institution of international repute, producing competent
healthcare and related professionals who are intellectually, emotionally and

spiritually-balanced.

1.3 MAP OF UNIVERSITY OF CYBERJAYA

O

O:

Figure 1.2: Map of UoC

3 | Page



S UNIVERSITY OF Lbrary SKrowed Al
I_ GYBERJAYA UoC LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE W“jﬁ

Figure 1.3: Google Earth of UoC
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1.5 TOP MANAGEMENT OF UNIVERSITY OF CYBERJAYA
Table 1.1:

Top Management of University of Cyberjaya

Top Management Name and Job Designation

Y .Bhg. Tan Sri Dato’ Dr. R. Palan
Pro Chancellor of University of Cyberjaya

(Uoc)

Y. Bhg. Prof. Emeritus Tan Sri Anuwar

Al

Chancellor of University of Cyberjaya

Tan Sri Datuk Dr. Ridzwan Bakar
Chairman of the University’s Board of

Governors, University of Cyberjaya (UoC)

Professor Dato’ Dr. Mohamad Abdul
Razak

Vice Chancellor, University of Cyberjaya

(UoC)
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1.6 PROGRAMMES AND FACULTIES

UoC offered more than 20 programmes including degrees and masters and
doctorate level postgraduate research courses in a wide variety of disciplines including
medical sciences, pharmaceutical sciences, psychology, physiotherapy, homeopathic
medical sciences, business and biomedical technology engineering among others. These

are the list of faculties and programmes:

Faculty of Medicine

Faculty of Pharmacy

Faculty of Allied Health Sciences
Faculty of Safety & Health

Faculty of Traditional &
Complementary Medicine

Faculty of Business & Technology

Centre for Foundation Studies
Centre for Graduate Studies

Centre for Languages and General
Studies

Bachelor of Medicine and Bachelor of Diploma in Cosmetic Diploma in Psychology

Surgery (N Diploma in Occupational Safety &

Bachelor of Pharmacy Bachelor of Psychology Health

Master of Medical Science

Master in Clinical Pharmacy raduate Diploma in Addiction

Doctor of Philosophy in Medical r = o
Science Doctor of Pharmacy
Master of Clinical Psychology R

Safety & Health Management

Bachelor Of Biomedical Engineering Master in Business Administration Foundation in Science

Technology Bachelor of Homeopathic Medical i
Master of Medical Science Foundation in Allied Science

Scence
Bachelor In Physiotherapy

Master of Clinical Psychology Foundation in Arts
Diploma in Medical Assistant

Master in Clinical Pharmacy Pathfinder Preparatory Programme
Master in Scence

M Sc. in Occupational Safety & Health

PhD in Medical Saience

Doctor of Pharmacy Dipioma in Business Administration

Bachelor in Business Administration

Figure 1.4: List of faculties and p.rogrammes
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1.7 UOC LIBRARY & KNOWLEDGE MANAGEMENT CENTRE

The UoC Library & Knowledge Management Centre was established in 2006
and specializes in the areas of General and Specialized Medicine, Pharmacy, Traditional
and Complementary Medicine as well as Allied Health Sciences. To date, UoC Library
holds a total collection more than 13,000 physical collection. In addition to printed
collection, the UoC Library and Knowledge Centre also maintains a large collection of
electronic journals and databases accessible via the Internet. Students of UoC would

have the best both worlds when it comes to library and information resources support.

Besides operating at the main campus in Cyberjaya, there are three (3) other

Resource Centres at various Government Hospitals in Sepang, Melaka and Seri

Manjung, Perak.

Figure 1.5: View of the library
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1.8  FACILITIES AND ACCOMODATION
1.8.1 Varsity Lodge

The Varsity Lodge is a 1,500-capacity residential hostel/ apartment that
provides students with a spacious living environment during their years at UoC.
The Lodge comes complete with a swimming pool, tennis court, basketball
court, gymnasium, laundry mart, cafeteria, security office and is located next to
Gem In Mall that provides students with all necessary amenities. There is a
University Shuttle Bus service available that ferries students between the
campus and Varsity Lodge, which is situated a mere 10 minutes from the
campus.

Every unit will be occupied by 8 students and two students per room.
Every apartment is about 1180 sq-feet of range, which consists of 4 rooms, 3
bathrooms, 1 shared living room and kitchen area.

Building and Facilities Management Office administers the smooth and
safe running of the apartment. Operational Manager, wardens from UoC and
security guards are always available to assist students. The building is equipped
with CCTV 24 hours a day for added security.

UoC also provides satellite accommodation for students’ clinical
attachment in Seri Manjung, Perak, Nilai, Negeri Sembilan and Terendak,

Melaka.

9 | Page
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Figure 1.6: Hostel that provided for staff and student

1.8.2 Student clubs and societies

Student clubs and societies are an integral part of your university
experience. It is an engaging and interesting way of making new friends,
meeting people with similar interests and having a good time. Societies can also
help you to build leadership attributes and skills through organizing events and
activities. The following is a list of some of the clubs on campus:

& Medical Undergraduates Society (MUGS)
% Young Entrepreneurship Club (YEC)
&% CUCMS Physiotherapy Society (CPS)
& CUCMS Pharmacy Student Society (CUPSS)
% Medical Assistant Society (M.A.S)
¢ Nature & Society Club (NSC)
% CUCMS Volleyball Club
¢ Persatuan Seni Silat
% CUCMS Cultural Club
% Foundation Association (FOSA)
& CUCMS Society Homeopathy (CSH)

% CUCMS Psychology Club (CPC)
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% Sunathon Team Society

®
0'0

OSH Club

% Kelab Intelek Quran (KIQ)

®,
0.0

Belia Harmoni CUCMS

1.8.3 Learning and teaching technology
UoC offers a wide range of amenities accessible to its’ students. Among those

include:

1.8.3.1 Lecture Halls

The university’s modular lecture halls have been designed to
conduct lectures for 100 students to conferences to over 300 participants
in a single seating. The modular design also allows for rooms to be
reconfigured for a variety of purposes each with its own ideal

arrangements.

Figure 1.7: The lecture hall
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1.8.3.2 Classroom

Conducive learning environments are vital for students to
progress well. Here at UoC, students are provided with classroom that
can fit 150 students at a time. All classrooms are equipped with audio-

visual, media and computing facilities to support learning in class.

Figure 1.8: The classroom

1.8.3.3 Student Lounge

The student Lounge is a vast area furnished with seating and
studying spaces. It is where students congregate, relax, plan, study and
do all the things that make student life memorable. It is truly a relaxing
environment where students can engage with their peers, have fun, and

unwind.

12 | Page
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Figure 1.9: The student lounge

1.8.4 Laboratories

A wide range of laboratories is provided in University of Cyberjaya for students

to apply their theoretical knowledge into practical skills. Among the type of

laboratories include:

1.8.4.1 Analytical Chemistry Lab

This lab equipped with the necessary amenities allows students to
conduct chemical analyses and acquire in-depth knowledge of the

Chemistry lesson. It accommodates 30 students at a time.

Figurel.10: the analytical chemistry lab
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1.8.4.2 Occupational Safety and Health (OSH) Lab

This lab is mainly used for Occupational Safety and Health
programmes. The lab features a silent cabin booth used to stimulate the
learning process. It can accommodate up to 20 students at a time and

often being used as a classroom t00.

Figure 1.11: The Occupational Safety and Health (OSH) Lab

1.8.4.3 Learning Resources Centre

This centre with a capacity of 60 students with more than 200
anatomy models placed inside and open to all. Individuals who are
curious about the human body and its’ functions are welcomed to visit

and explore the information provided in this centre.

14 | Page
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Figure 1.12: the learning resources center

1.8.4.4 Pharmacognosy Lab

This lab mainly used for Pharmacognosy and Phytochemistry
lessons. Crude drugs and both, local and international herbs from

countries like China and India are displayed here as well.

1
Q)
“\P

i
'

S

Figure 1.13: The Pharmacognosy Lab

1.8.4.5 Simulated hospital & Clinical Lab
This artificial model of a hospital and clinical lab provides

exposure for students to learn how to prescribe medications required for
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patients in the case of a real scenario. It accommodates 30 students at a

time.

Figure 1.14: The simulated hospital & Clinical Lab

1.8.4.6 Dissection Hall

The lab is mainly used for practical sessions during Anatomy
lessons. It has 2 sections, namely Cadaver area and Practical area and can

accommodate up to 120 students at a time.

Figure 1.15: The Dissection Hall
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1.8.5 Students amenities

1.8.5.1 Campus cafeteria

The campus cafeteria caters for 300 to 500 people at a time. This
convenient setting within campus serves a variety of mouth-watering
delicacies, both local and international dishes. Among the dishes sold
here include Nasi Arab, Kebab, Pasta, Nasi AyamPenyet, Soto, Roti
Canai, Malay dishes and the list continues. Apart from that, the prices are

reasonable for students and staff.

Figure 1.16: The campus cafeteria

1.8.5.2 Convenience store

MyNews is the convenience store on campus. Staff and students
can enjoy hot drinks, refreshments and popular grab and go food items.
Students don’t have to go out to get what they need as everything is

attainable within their reach.

17 | Page
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Figure 1.17: The convenience store

1.8.5.3 Café

Student and staff can enjoy their break on campus with Coffee
Bru or in a cafe called VietDekat. Students can treat themselves to hot
beverages at Coffee Bru as well as local and western delicacies.
Additionally, VietDekat offers authentic Vietnamese food with special

student discounts.

CENTURY BRU (g5) COFFEE

g . ot
’. T A(

Figure 1.18: The café
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1.8.6 Homeopathy Clinic and Pharmacy
1.8.6.1 Homeopathy Clinic

UoC has Homeopathy Clinic that is operating on weekdays from
9.00 am to 6.00 pm. The clinic is how the university approaches in
promoting wellness and holistic care. Here, patients may seek medical
treatment, health services and medical advice from our professional

medical practitioners on duty and it is open to the public as well.

Figurel.19: Homeopathy Clinic

1.8.6.2 UoC Pharmacy

Uoc also has their own pharmacy that supplies medications for its
customers. This pharmacy also enables pharmacy students to practice the
theories that they have learned in the class and understand how to

prescribe medications to their customers.
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Figure 1.20: The Pharmacy
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CHAPTER 2
ORGANIZATION INFORMATION
2.0 INTRODUCTION

This chapter will be described UoC Library & Knowledge Management Centre
in detail. It included the vision and mission, client charter, organization chart, library

operation hours, library service and facilities and other that related in library.
2.1 UOC LIBRARY & KNOWLEDGE MANAGEMENT CENTRE

The UoC Library & Knowledge Management Centre was established in 2006
and specializes in the areas of General and Specialized Medicine, Pharmacy, Traditional
and Complementary Medicine as well as Allied Health Sciences. To date, UoC Library
holds a total collection more than 13,000 physical collection. In addition to printed
collection, the UoC Library and Knowledge Centre also maintains a large collection of
electronic journals and databases accessible via the Internet. Students of UoC would

have the best both worlds when it comes to library and information resources support.

Besides operating at the main campus in Cyberjaya, there are three (3) other
Resource Centres at various Government Hospitals in Sepang, Melaka and Seri

Manjung, Perak.

The UoC Library and Knowledge Management Centre is using VIRTUA, an
integrated library management system provided by VTLS. It is a web-based library
system which records all titles in the library. Library holdings can be accessed through
the WebOPAC (Online Public Access Catalogue) via (bestari.cybermed.edu.my), or

from the University website at (www.cybermed.edu.my)
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Figure 2.1: view of the library

2.2 LIBRARY OPERATION HOURS

Table 2.1

Library operation hour

Mondayv — Friday

Saturday

) . |

Sunday and Public Holiday
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UoC LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE

VISION AND MISSION

2.3.1 Vision

UoC Library will become the intellectual centre of the University by
fully integrating its services, and unique collections into all aspects of the

institutions.

2.3.2 Mission
The primary mission of the UoC Library is to support the curriculum,
research and general information needs of the UoC community by providing

physical and remote access to printed and electronic resources.

2.3.3 Client charter

The UoC Library & Knowledge Management Centre provides
knowledge services to support the University’s high-quality education and
world-class research through innovative discovery and access to the information.
Services are provided primarily to Uoc students and staff and to other libraries

and visitors to fulfill their information needs.
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2.4 ORGANIZATIONAL CHART OF UOC LIBRARY & KNOWLEDGE

MANAGEMENT CENTRE

Library & Knowledg;
Management Centre ﬂ

CYBATA INVERST COUEG

ORGANIZATIONAL CHART

AZHAR TAJUL NOOR
Manager, Library

=
NORAIDA ZAKARIA AITMAD AZIM PIKERT  HAWA NAIMAH KAMARUDIN
Librarian, Librarian, Librarian,
Cataloguing Unit Circulation Unit Reference Unit
Automation Unit Acquisitions Unit

Figure 2.2 Organizational Chart Uoc Library
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235 LIBRARY MANAGEMENT PROFILE OF UOC LIBRARY &

KNOWLEDGE MANAGEMENT CENTRE
Table 2.2

Library Management Profile

Librarian Protile

Name: Mr. AzharTajul Noor
Position: Manager of UoC Library

E-mail: azhar@cybermed.edu.my

Name: Mrs. Noraida Zakaria

Position: Librarian

E-mail: noraida@ cybermed.cdu.my

Name: Mr. Azim Pikeri
Position: Librarian

E-mail: azim@cybermed.edu.my

Name: Mrs. HawaNaimahKamarudin
Position: Librarian

E-mail:hawa@cybermed.edu.my
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2.6 LIBRARY GENERAL RULES

UoC Library have districted their rules for the user to be followed. These are the

general library rules:

1. User should not enter, or remain in the Library when the Library is not
open to the public

. The usage of cameras or any other recording equipment in the Library is
not allowed without permission of the Library Manager.

1. The usage of mobile phone in the Library is not allowed, and should be
switched off

1v.  Any disruptive behavior which disturbs or inconveniences other users is
forbidden. Library statfs have the authority to ask anyone demonstrating
such behavior to leave the Library.

v.  Eating, drinking, or smoking in the Library arc strictly prohibited.

vi.  Users must not destroy or damage any of the collections available in the
Library. Users found damaging or stealing materials/properties of the
Library are liable to strict disciplinary action. The Library Manager has
the right to report to the Senate Members, if users are found to have
broken the law and library rules.

vii.  Users are to abstain from engaging in loud
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2.7 LIBRARY COLLECTION

Library materials are grouped in several collections based on characteristics that
have been defined. Compilation of materials in the collection is based on the
classification scheme of the Library of Congress (LC). For materials in medicine and
health sciences, classification follows the scheme of and National Library of Medicine

Classification Scheme (NLM).

Table 2.3

Library collection

UOC LIBRARY COLLECTION DESCRIPTION

Open shelf collection

This collection is the largest collection of
the Library. This collection comprises of

monograph texts and additional reading

covering all the disciplines of the

University’s academic. All materials in this

collection can be borrowed within 14 days

(2 weeks). The collection location is on the

Figure 2.3: Open shelf collection first floor of the library according to the

subject.
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Figure 2.4: Reference collection

References collection
Reference Collection materials are
referred in the library only. Consists
of dictionaries and encyclopedias,
directories, atlases, statistical
reports, handbooks, annual reports
of non- profit organizations. All this

collection can be borrowed for 1

day only. The collection location is
on the first floor of the library

according to subject.

Figure 2.5: Red spot collection

Red spot collection
Red spot collection materials are
referred in the library only. Consists
of reading materials and textbook
for various courses. All this
collection can be borrowed for only

2 hours for a maximum time.
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Digital collection/ online resources

Library subscribes to electronic resources

;}, OpenAthens
in various field to fulfill the teaching and
leaming method beside the research
needs in UoC. Available in full text and
B MJ Learning abstracts of the articles from journals and
other publication. The online resources
that subscribed is:
BM) Best Practice
o Access Medicine
o Access Surgery
ScienceDirect © BMJLeamning

o BMJ Best Practice
o BMIJ Journal
o BMJ OnExamination

EBSCO o Ebsco

o Science Direct
ACCESS ’Medlcme' This all databases can be accessed
through Open Athens for getting the
resources by registered to the Open
ACCESS»

Athens accounts to get the full accessed.

Figure 2.6: Online databases
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Newspaper and magazines collection
This collection has been subscribed
every month by the UoC Library to
fulfill their user leisure time. This
collection can only be read at the
library. The newspaper that UoC

Library subscribed is:

o BeritaHarian

Figure 2.7: Magazine collection

o The Star
o New Straits Time
The magazines that UoC Library

subscribed is:

o Time
o Rasa
o Pa& Ma

o Impiana
o Solusi
o Reader Digest

o National Geographic
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| Thesis and dissertation collection

| Printed collections of thesis and
dissertation written by UoC student
undergraduates (Degree) and post
graduates (Doctoral and Master by
Research) from Faculty of Medicine,

Faculty of Pharmacy and Faculty of

Allied Health Science that become

reference to researchers. User are not
Figure 2.8: Thesis & dissertation
allowed to borrow this collection and
collection
only for reading in the Thesis Room

in the library.

Audio-visual collection
This collection owned by the UoC
Library. It consists of CD -Rom and
DVD to support the lecarning and

teaching that crcates a stimulating

and interactive environment which is

Figure 2.9: Audio-visual collection

more conducive to learning
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Special collection
There are several types of special

collection that have been in the

UoC Library and Knowledge
Management Centre. The special
collection of Tan Sri Dato Dr. R
Palan is the biggest collection that
consists of thousands of books. The
subject that cover the collection is
human resources, leadership,

training, management, and others.

The other special collection is by

top management of University of

Figure 2.10: Special collection Cyberjaya that donate their

personal book that cover subject

about management.
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2.8 LIBRARY SERVICES

2.8.1 Borrowing and returning

Figure 2.11: The Circulation Counter

Borrowing

= User will need a valid library card (student card or staff
identification) to borrow items

= Take the book and come to the Circulation Counter

= If the user experienced any problems, please refer to the library

staff at the Circulation Counter
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Table 2.4

Loan Entitlement

CATEGORY OPEN SHELF | RED SPOT REFERENCE
STAFF

Academic staff
(Full Time) 1 item / 30days | | item/ 7 days
Academic staff 5 items / 30
(Part Time) days 1 item /2 hours | 1 item / day
/Administrative
staff

STUDENT
Postgraduate 5 items / 30
Undergraduates days | items /2 1 item / day
Diploma hours
Foundation 3items/ 14

days
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Table 2.5

Library Fines

CATEGORY OPENSHELF RED SPOT REFERENCE

STAFF

Academic staff RM 0.30 / day

(Full Time)

Academic staff RM 0.30 / day RM 0.50 / day RM 1.00 / day
(Part Time)
/Administrative

staff

STUDENT

Postgraduate
Undergraduates RM 0.30 / day RM 0.50 / day RM 1.00 / day
Diploma

Foundation

2.8.2 Lost & Damage Item

If an item borrowed by a patron is accidentally lost or damaged, the
person will be charged for its replacement cost which consists of the:
= Current price of the items
= RM 30.00 of processing fee

= Any outstanding fines / over due
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If an inter- library loan material from another library is lost/
damaged, the patron will be billed by the lending library according to the
library’s policies. Patrons should report lost materials immediately, so

that their library privileges are not suspended.
2.8.3 Renewal services

Items that user borrow can be renewed using web OPAC by
themselves once as long as there is no one reserved the item. Each
renewal extends the due date by the same length of the time as the
originally borrowed the item. The renewal period starts on the day user
renew an item in case it can’t be renewed for any reason. User are

responsible for any late if an item cannot be renewed and is returned late.

User can renew the item through.
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Table 2.6

Renewal Services

ONLINE FACEBOOK E-MAIL PHONE
Login in to Sign in to Sign in to the e- User can call the
Library account Facebook mail account library
Click on the account Send e-mail to Circulation
checked-out Search for UoC cucmslibrary@c Counter at 03-
items Library & ybermed.edu.my 83137187
Check the boxes Knowledge with the item anytime
beside the items Management details to be between library
that would like Centre page renewed opening hours.

to renew

Click at the

Renew button

Post up matrix
number at the
UoC Library &
Knowledge
Management

Centre

Or you can
walk-in to the
UoC Library
Circulation
Counter and ask
the staff to
renew your

items.
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2.8.4 Reservation

User can reserve the book if the item 1s on loan by others free of charge

by;

e [Loginto Library account
e Once the user has found the item that want to reserve, click on

the ‘Request’ button

2.8.5 Inter-Library Loan (ILL)

ILL is a library supports the scholarly research and curriculum
needs of current UoC academic staff and students. This service offered
by UoC library and should be used when user needs cannot be met with
the UoC library resources. Materials received via ILL is by permission of
the lending library. The form for ILL can be downloaded at library

website.

2.8.6 Document Delivery Services (DDS)

DDS provides students, academicians and researchers copies of
articles from books, journals and other materials which are not available
at the UoC Library. User need to complete the DDS Form and submit the

request
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2.8.7 Information Literacy

Information Literacy program or also known as Information Skill
class provide by the UoC Library & Knowledge Management Centre is
to give guidance to the user (new users most importantly) in identifying
the real information they needed. This service i1s open for students, staff
(academic and non- academic). Through this program, users are taught
how to get accurate information from the reliable sources. This is to train

user to be effective information seekers.

Figure 2.12: Information Literacy Class

2.8.8 Library visit & tour

User can discover about the collection, services and facilities on a
visit tour of library area. The tour includes briefing from library staff
about the library overview. Library visit and tourist on a weekday only
from 9.30 am to 5.00 pm. Library visit, and tours will take approximately

30 minutes and advance booking are recommended.
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Figure 2.13: Library visit and tour

29 LIBRARY FACILITIES

2.9.1 Online Public Access Catalogued (OPAC)

The UoC Library and Knowledge Management Centre is using
VIRTUA, an integrated library management system provided by VTLS.
[t is a web- based library system which records all titles in the Library.
User can use the Web Online Public Access Catalogue (Web OPAC) to
search, browse, renew and even reserve library materials. Through the
networking facilities, all information and online collections are easily

accessed and effectively distributed to students and lecturers.

Figure 2.14: The library OPAC
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2.9.2 Thesis room

The thesis room can be booked for use during library opening
hours. Those who want to use this room must fill up the Room

Reservation Form and submit to the circulation counter.

THESIS ROOM
1

Figure 2.15: Thesis room

2.9.3 Discussion room

There are 5 discussion room available in the library. Registered
users can use the discussion rooms and reservation can be made at the
service counter. The minimum pax to use the room is 10 people, with 2
hours’ duration. When user make reservation, they need to provide their
matric card as guarantee to use the discussion room. User are not allowed
to bring food and drink. The condition should be good and tidy as before

used the discussion room.
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Figure 2.16: Discussion room

Table 2.7

Condition of use for Discussion room

. Booking rules (Group discussion room)

% Students and staff

Eligibility of usage and booking 4+ Auvailable to groups 3 to 10 students

+ Bookings for use by individual

students will not be accepted

Length of booking session <+ Mainly 2 hours
| Compulsory check-in time % Within 30 minutes after session
start
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Important notes:
¢ At least three group members must check in by placing their student of
staff cards to the Circulation Counter
¢ For continuous booking, check in is required for each session
¢ Booking of a session will be cancelled if check-in is not done by at least
3 group members within the first 30 minutes of the session
¢ Keys must be returned to the Circulation Counter within 5 minutes of
expiration session

¢ No food is permitted

2.9.4 Wi-Fi Zone

User can get connected to the library network by obtain username

and password from the library to get full access the internet network.

Figure 2.17: Wi-Fi zone area
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2.10 DEPARTMENTAL STRUCTURE

Department structure is the form of business organization. It is defining
how activities such as task to be allocation and supervision are directed toward
the achievement of organizational aims. It also affects organizational action and
provides the foundation on which standard operating procedures and routines
rest. In Uoc Library & Management Centre there 5 departments that divided

with own job scope that be handled by specific librarian.

2.10.1 Department Function

ACQUISITION UNIT

Acquisition departments manage the purchase and processing of library
resources. Their duties include purchasing items, coordinating licensing
and access of electronic products, conducting collection assessments, and
(in academic libraries) providing information for academic reporting
needs such as accreditations, program reviews, and new degree
proposals. The librarian that responsible in this unit is Mrs. Hawa

Naimah Kamarudin.

CATALOGUING UNIT

Cataloging departments create and maintain libraries’ online catalog of
both physical and virtual collections. Cataloging librarians and staff
describe, classify, and provide indexing of the libraries’ materials; do

quality control of the catalog’s records; and do general database
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management so that the library’s materials are organized for retrieval by

library users. The librarian that handle this unit is Mrs. Noraida Zakaria.

CIRCULATION UNIT

Circﬁia&on departmen.tms Vfééilitate physical and virtual access to library
materials, maintain the library collections, assist library users, (in
academic library) coordinate the use and lending course of reserve
materials, and perform other activities related to library use and access.

The librarian that responsible to this unit is Mr. Ahmad Azim Pikeri.

REFERENCE UNIT
Reference deparfménts provide information, research, and instructional
services to all library users, including in person and online reference
help, bibliographic instruction classes, tutorials, research guides, (in

academic libraries) subject specialist support, and much more.

Information Literacy program or also known as Information Skills Class
provided by CUCMS Library & Knowledge Management Centre is to
give guidance to the user (new user most importantly) in identifying the
real information they needed. This service is open for students, staff
(academic and non-academic). Through this program, users are taught
how to get accurate information from the reliable sources. This is to train
user to be effective information seekers. This unit being handled by the

librarian Mrs. Hawa Naimah Kamarudin.
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AUTOMATION UNIT

Automation departments provide technology service to library users,
staff, and the community. They may create and maintain the library
website and conduct other programming activities. The librarian that

responsible is Mr. Ahmad Azim Pikeri.
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CHAPTER 3

INDUSTRIAL TRAINING ACTIVITIES

3.0 INTRODUCTION

This chapter will review about activity that been done by trainee during industry
training at UoC Library & Knowledge Management Centre. This chapters covers all
activities such as the training schedule, task done by each unit, and details of the special

projects during the internship at UoC Library & Knowledge Management Centre.

3.1 TRAINING ACTIVITIES AND SCHEDULE AT UOC LIBRARY &

KNOWLEDGE MANAGEMENT CENTRE

The industrial training started on 1® August 2019 until 31 December 2019.
During the period of training, trainee was assigned to all unit in the UoC Library &
Knowledge Management Centre by schedule that been given by the librarian. The Uoc
Library & Knowledge Management Centre has 5 units that provided services to the
user. Librarian doing all the multi task but they have their own unit that need to be

handled.
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Table 3.1:

Practical students schedule at UoC Library & Knowledge Management Centre

1 Aust =3 ugust ' Mr Aha Tajul Noor o

eeral
Circulation 5 August — 30 August Mr. Ahmad Azim Pikeri
Acquisitions 3 September — 17 September Mrs. Hawa Naimah
Kamarudin
Cataloguing 18 September — 31 October Mrs Noraida Zakaria
Reference 1 November — 22 November Mrs. Hawa Naimah
Kamarudin
Automation 25 November — 29 Mr. Ahmad Azim Pikeri
November
Project & Report 2 December -31 December Mr Azhar Tajul Noor
Finalization,

Presentation &

Submission
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3.2 GENERAL UNIT

The first unit that industrial trainee was assigned is General Unit that handled by
the Head of Department of UoC Library & Knowledge Management, Mr. Azhar Tajul
Noor. It started from 1% August until 2" August 2019. Mr. Azhar briefed about the
library overview and the organization that included library tour, introduced to other
librarian, other related matter in UoC Library and essential work to be done as a
librarian such as assigned to open the library. Mr. Azhar also guide and familiarize the

industrial trainee with the environment of working life in the organizations.

3.3 CIRCULATION UNIT

The industrial was assigned in Circulation Unit that under responsible by Mr.

Ahmad Azim Pikeri. It started from 5 August until 30 August 2019. This unit basically
facilitate and monitor the circulation of books and included the process of connecting
people Awith the books. Mr. Azim briefed about the Circulation Unit included the
Library system which is VTLS Virtua LMS for the Circulation process then follow by
further briefed about the standard of Policy (SOP) of the Circulation Unit, process of
borrowing, returning, renew, fines, payment, handle the discussion room and others.

The task that industrial trainee was brief as following:
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3.3.1 Task Done by the Trainee

1. Shelving and shelf reading

During in this unit, industrial trainee has learnt the basic and library
routine on how to shelve and shelf reading books correctly. The
industrial trainee needs to arrange the book according to alphabetical
order. UoC Library & Knowledge Management use Library of Congress
(LCC) for general collection and use National Library of Medicine for
medical books. Thus, the industrial trainee has to spend time every day
to shelve the book that been returned by the user or from the cataloguing
unit that receive the new books that needed to be shelved. Mostly users

in UoC Library are actively borrowing the book and use the library.

1

Figure 3.1: Shelving and shelf reading
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2. Manning at Library Circulation Counter

The industrial trainee also learnt on how to manning the counter for the
transaction such as borrowing, returning, renewal, booking discussion
room, fines payment. Moreover, the industrial trainee needs to answer all

the patron’s question about the library collection and services.

Figure 3.2: Manning circulation counter

The figure of Circulation transaction that has been learnt while manning at

the Circulation Counter:

=  The industrial trainee ‘check out’ the library material especially books.
It is mean the user wants to borrow the library material. The industrial
will ask staff number or student matrix number to key in the Virtua

system and scan the barcode of the library material for user to borrow the

material.
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(v Check Out/Renew - CUCMS Library - CUCMS M 1505
Patron Check-outs. | Patron Limits |

19050860
Student - UNDERGRADUATE
THE EAGLE NEST VILLE RESIDENCE, C1503-1

pres: 211703271725
201912120917

C SelectedTme: | #5301 79— Date:  [120ec 9 <]
il [ temBarcoce Tite | Due Date/Tme [Type

0009963 Cinically oriented anatomy / Keith L. Moo... 26-Dec-196:30:00PM  Reguiar

'
[~ Print Receipts Item Barcode: "’ kil

Group Receipt Items By
pd

il | Remember Last Check-out Type [~ Skip requested activity and 007 info
|

e | L___IJ

Figure 3.3: check out library material
If the user does not bring their card matrix of forgot the number of
student matric card, the industrial trainee will key in the IC number or

passport number to open their account.

WF Patron Access - CU... ? X

Alternate Barcode: ﬂ

¢~ Primary v Alternate " Both

oK Cancel

Figure 3.4: Patron access

The industrial trainee ‘check in’ the library material after they returned
the book. The industrial trainee needs to scan or key in the barcode in the

Virtua system to make sure the library material is not overdue and late

renewal.
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Figure 3.5: Check in library material
= If there is overdue or late renewal, the industrial trainee needs to inform
user about fines that need to be paid regarding on how many days it
overdue or renewal. The charges for fines are depends on how late and

the type of collection that user been borrowed.

Lne fenSacde  OueDatw/Tme Fre | temsets
1 000089 230ec 196 MO0PM  1L80RM  Avaisbe

2 0015052 Dec-195:0:00PM  LRM  Avalade
3 0013989 23Dec-196:0:00PM  1B0RM  Avslable

Card Format | MARC Format | Actwity {Rccount ]

Figure 3.6: Overdue or late renewal
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= If the user wants to ‘renew’ their book, they can call library, via
Facebook, via e-mail and walk in to the library. The industrial trainee

scans the barcode of the book to renew the library material.

g 1909-1546 B Information
:  Student - UNDERGRADUATE "
cuaMs Fines: .00RM

ruaosama75@gmai.com g Requested: 0
016-9314140 El | Overdue: 0
P05662433 Biled: 0
ores: 202410081407 Last Item: BOOK / MONOGRAPH
201911271448 . Category Limit: 33

(" Fixed Time

C sdectedTme: | G291iPM—] Date:  [120ec 13 -]
Item Barcode Tite | Due Date/Tme Type .

0013890 ‘A crowded mamage [ by Catherine Alliott,  26-Dec-19 6:30:00 PM 1/ 3Renew - Regular
0020062 The proposal / Owen Siot 26-Dec-10 6:30:00PM 1/ 3Renew - Regular
0011684 The yummry mummy / Polly Williams. 26-Dec-19 6:30:00PM 1/ 3 Renew -Regular

[ Print Recepts
«

Group Receipt Items By
o

[~ Remember Last Renewal Type

| [~ skip requested activity and 007 info

Figure 3.7: renewal book from Virtua system

3. Library signage

Mr. Azim discussed with industrial trainee to preparing the library
signage. For the library signage, UoC Library & Knowledge
Management used Library of Congress Classification (LCC) for general
collection and use the National Library Medical Classification (NLM)
for medical collection. The industrial trainee further discusses in term of
design, color, shape and font that user friendly need to use before further
process. Industrial trainee has prepared several design of library signage
to the all librarian so that they can choose and decided to use the best
library signage. Library signage is important to make easier for user to

find the library collection.
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Figure 3.8: Library signage

4. Information Board

Mr. Azim discussed with industrial trainee to prepared and decorate the
information board in the library. The industrial trainee further discussed
about the design, color, information that needed to be put at the board
before further process. The industrial trainee also buys some things to
decorate the information board to make it more interesting and attractive

to user.
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Figure 3.9: Decorate Information Board

5. Registration Library Membership

During assigned in the Circulation unit, the industrial trainee being
involved in the new student’s registration for September Intake at Level
4 University of Cyberjaya. The trainee in charge of handling the payment

counter and answering any enquires that related.
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Figure 3.10: in charge for student registration
After received the detail of the new student intake, the industrial trainee key in
the new student intake library membership in VTLS Virtua system to ensure the
new students can borrow the library material. The Library Membership Form

was attached in Appendix.

B MARC Editor - CUCMS.
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Figure 3.11: Key in new student’s information for library membership
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3.4  ACQUISITIONS UNIT

The industrial trainee was assigned to Acquisition Unit that been handled by
Mrs. Hawa Naimah Kamarudin. It started 3™ September until 17 September 2019.
Acquisition unit is responsible for the selection and purchased the library materials. The
industrial trainee has learnt about the process to acquiring the new books in term of
coordinate and facilitates the selection, purchase the library materials. Mrs. Hawa
Naimah briefed about the job scope of the Acquisitions Librarian is to manage and
supervise the activities in Acquisitions Unit that included purchasing, ordering,
receiving and maintaining the list of the purchasing materials. Mrs. Hawa also further
briefed about the Standard Operation Procedure of the Acquisitions Unit and the

process of purchasing books and online databases.
3.4.1 Task Done by the Trainee

1. Ordering and Payment Process

The industrial trainee learnt how to order new book and make payment
for the book that been purchased. Usually, the acquisition librarian gets
the list of the book from the lecturer for order by submitted in the form
by email. The industrial trainee involved in the process ordering and
buying the books for Malaysian Qualifications Register (MQA) syllabus

for the MQA visit.

60 | Page



)

\(1\’5/

UNIVERSITY OF ey SKrovedE..
SWEERIRA  UoC LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE iy 1
= The industrial trainee prepared three quotations from different supplier if
the title is not available in UoC Library & Knowledge Management

Centre.

INFORMATION LABORATORY Sdn Bhd (6928540

= The industrial trainee has made comparison of the price of books from

[£]1BS BUKU SDN BHD asir

Figure 3.12: quotation from different suppliers

the 3 suppliers by doing the table.

Figure 3.13: Price comparison from 3 supplier

BOOK PURCHASE FOR BACHELOR BIOMEDICAL ENGINEERING TECHNOLOGY
NO, ISBN TITLE SUPPLIER PRICE ETA
L 9780198768111 Blochemistry And Molscular Blulogy @ B4 | 12JOmation Laboratary | pM116.00 4.6 woeks
2. 9781260085549 Basic Blomechanic 8 Ed 1BS BUKY SDN BHD RM87.78 3.4 weeks
3 9761292075983 Digital Fundamental 11" Ed (Global Bdition) |1BS BUKYU SDN BHD RMB3.93 4-6 woeks
(. 9701292222998 Electronics Devices 104 Ed """’“"‘;:’I"‘l:‘::"“'“” R199.00 2.3 weeks
5. 9701292025902 Stgnals And Systets PNIE Edition ol RIMG9.00 23 weeks
§ | GYSIAGKISIBLS | SWONMANCSyeuiA Precderiih MATLAB 1" g5 puKy SDN BND RM341.13 46 weeks
7 9781118408671 Essential Haematology ™ Ed IBS BUKU SDN BHD RM244.98 4-6 weeks
A Q7A1306576247 Entrepreneurship Theory, Process & Practice 10* 1BS BUKY SDN BHD RM838.33 3.4 woeks
o 97R1292024042 Blostatical Analyss 5¢ Ed ""“"““;:’K;""'I‘:g“'“‘"y Rn99.00 2.3 woeks
10, 97R0691138916 Biophysics: Searching For Principles """'"“‘;’:;‘,;;2“’“"“ Rin399.00 4.6 weeks
1 9780470911396 Hiomedicsl Signal Analysis 21 kd RS BUKU SDN BHD RMA9GAB 4.6 weeks
12 3788120247243 lectronics In Medicine And Biomedical 1BS BUKU SDN BHD RM57 50 Jhveedkn
Instrumentation
. Biomedical Instrumentation And Measurement 24 Information Laboratory
g 52155
13 788120352155 Ed sdn Bhd
e Designing kmbedded Systems With 32-Hit PIC " N 0R.9"

14 9780080977867 Wicrocontroflers And Mikrac 17 Ed IBS BUKU SDN BHD RM208.93 3.4 weeks
15 97H0323353175 Robbins Basic Pathology 10 Ed IBS BUKU SDN BHD RM332.78 4 6 weeks
16 9781292099149 Microbiology: An Introduction 124 Ed luforma;t::sl.:gurawly RM119.00 2.3 weeks

- Medical Devices and Human Engineering (The " Information Laboratory

& Y
12. 9781439625259 Biomedical Engineering Handbook, 4* Ed Sdn Bhd RM399.00 23 weeks
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= Then, industrial trainee needs to calculate the total amount of the price of
book to preparing Exco Meeting Committee (EMC) paper. The industrial
trainee filled in the Purchase Request Form to send at finance department

for preparing the purchase order.

CYBERIAYA UNIVERSITY COLLEGE PURCHASE/ SERVICE REQUISITION

" i CUCMS AF D FRMO0D Ry 03
Puchase Req No. CUCMSALIBRARY/PURCHASE BOOK] [SEPT] [2019§ 09
Date 692015
Requestor INTAN NOOR DEANNA BINTI ABDULL RAHMAN
Faci Centres Dept JBRARY
Subject BOOK PURCHASE FOR BIOMEDICAL ENGINEERING TECHNOL
Description BOOK REQUEST FOR MOA REQUIREMENT
Venue | Timelne ASAP
Partes imolved LIBRARY AND BOOK SUPPLIER
Type of Expense BUDGETTED
Estmated Amount RM10.583 28
Budget Non Busgeted Appreved Busgel

pscos g oy AP

' T 605250 LIBRARY BE FOR BIOMEDICA ENGIEE RS RM 18000 | RM10 563 28| RMSLS 408 T2
3
&
r‘h«-m.wummw"w—l TOTAL M
Prepared by Verfed by (Aper oved by
Requestor DeanHODIDP Burssr
Approved by Endorsed by Approved by
l:som | Group Finance o

Figure 3.14: Purchase / service requisition (PRF) document

2. Assisting in preparing Exco Meeting Committee (EMC) paper

Mrs. Hawa supervised the industrial training in preparing the EMC paper
for the budget approval from the top management for the book
purchased. The industrial trainee needs to fill up the Payment

Authorization Request (PAR) form for book purchase.
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L PAYMENT AUTHORISATION REQUEST

—

Date : 10-Sep-19 Date Requred
Reguested by - intan Noor Deanna dint Abdull Reshma  Total Amount (RM
Reguester Ex No.  : 7282 Cumency
D : Libeary Payment by
Payable 1o : IBS BUKU SDN BHD
For Onane yansfer o)
Purpose of Payment  : Book Purchase for Blomedicsl Bank Account No
E T Bank Name
Coenpary Reg. No
ieraty Card No
Requester S
No. | Inveice No. Description Fac | *Program
' 18 books for Blomedcal Engineening LB
Technology
Remarks
TOTAL AMOUNT IS INCLUGING 81 T

“Mandstory - Kindly state Department | Facuity and Program name

VERIFIED BY Y
Deani HoD/ DP Date 97872019 Prease submil request with onginal su
ot limied 1o, imvoica(s) and purc

(Checked by

AZHAR TAJUL NOOR

G Acoount Dept ) Fac

Figure 3.15: Payment Authorization Request (PAR) form
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3.5 CATALOGUING UNIT

The industrial trainee was assigned in Cataloguing unit under supervision Mrs.
Noraida Zakaria. It started 18 September until 31 October 2019. Cataloguing is the
process of creating and maintaining bibliographic and authority records in library
catalog that are owned by library. Cataloguing is the core unit in the library because all
the collection needs to be catalogued before shelved and available to the user. Mrs.
Noraida briefed about the Standard Operation Procedure of the cataloguing unit and
briefed further about responsible cataloguing librarian to catalog book (Original
Cataloging and Copy Cataloging) all the new material that been purchased or donation
and others. UoC Library &Knowledge Management Centre use Library of Congress
Classification (LCC) for general collection and use National Library of Medicine

Classification (NLM) to catalogue the materials in the library.
3.5.1 Task Done by the Trainee

1. Understanding National Library of Medicine Classification (NLM)

Industrial trainee needs to understand the NLM classification before
catalogued the medical books because it is more specific in the medicine
subjects. Mrs. Noraida guided the industrial trainee to catalogued book
from the first step until the final step. The industrial trainee also referred
the website of worldwide sources of medical library to do the
cataloguing process to make sure the call number is right.

(https://www.nlm.nih.gov/class/OutlincotNLMClassiﬁcalionSchcdulc.hl

ml)

64 | Page



ST UNIVERSITY

[_ EYBERJAYA UoC LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE (e s A8

=)

Outline of the NLM Classification
Preclinical Sciences:

* QS Human Anatomy

« QT Physiclogy

* QU Biochemistry. Cell Biology and Genetics
» QV Pharmacology

* QW Microbiotogy and Immyngiogy

= QY Clinical Lakoratory Pathology

* QZ Pathology

Medicine and Related Subjects:

= W General Medicine Health professions
« WA Public Health

* WB Practice of Medicine

« WC Communicable Diseases

* WD Disorders of Svstemic, Metabolic or Environmental Qnigin. etc
* WE Musculoskeletal Systam

* WF Respiratory System

+ WG Cardiovascylar System

* Wi Hemic and Lymphatic Systems

» WI Digestive System

» W1 Urogenital System

* WK Endocrine System

e WL Nerveus Systam

« WM Psychiatry

+ WN Radiology. Diagnostic Imaging

* WO Surgery
< Wp Gvnecolgg:

Figure 3.16: NLM classification

2. Catalogue new book

Industrial trainee needs to catalogued minimum at least 10 books per
days that had been in the Standard of Policy of Cataloguing Unit. The
industrial trainee was assigned to input the bibliographic record
according to the NLM Classification. For Copy Cataloging the industrial
trainee referred Library of Congress Classification (LCC) and referred to
the other university catalogued such as UKM Library, USM Library, and
other universities around the world. Uoc Library & Knowledge

Management has converted to RDA format in cataloguing the materials.
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B MARC Editor - CUCMS - O x
[ (o5 ] (oo 0000engd — 1
0 ———————
OO0 0 U =
OO0 — |
O=100 C— 1
O 100 — 1 |
1 = w—
OE100 T —

OO0 = |
OE)00 — 1
OO0 L — ]
OFE100 s |
OO0 L — 1]
OO0 C— —
OE0s ——— o ||
O 100 C— — 1]

< m) Monograph/item
MARC 21 Bib: Book

Figure 3.17: Key in the new record

W Item Information - CUCMS . X

Ttem Blements | Notes | Statistes | Status | Acquisitions | Other Elements
Bibliographic Information

Title: A bouquet of roses :

Subject: Teachers

Subject: Teacher-student relationships

Item Information Call Number

Item ID: 19944 Copy: [
Fcode: po12633] l call #: [B1775.4.M2 B765 2004
Barcode Type: [Regular ~| r—-_—————
Item Class: BOOK / MONOGRAPH _1]

Units
Reserves Item Class: _J " Free Text Edit Text
Ttem URL: c
& None
Location: (CUCMS MAIN LIBRARY - [____ —
Shelving Location: [CUCMS MAIN LIBRARY ~|

[~ Preservation and Conservation

Code: .
Number of Pieces: 1 4] [ CrodatePeces

Price: -00RM [~ Non-Parameterized Sheif Location
PN . Location:
\ Accession Number:
. Circulation Rules
AV Accession Number: & Use Matrix

-

© UseloanPeriod: [0 %
Collection Coxde: h :'J v Allow Request [V Floats

peere || soe |

o=

Figure 3.18: Add items
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The industrial trainee must check the title of the book in the Virtua to

make sure the title of books has copy or not. If no any bibliographic

record for the book, then the industrial trainee will create the new record

for the books. (Figure 3.14). If the books have the same title, the

industrial trainee need to learn on how to add new book from the same

title. The industrial trainee needs to search the title after open the

bibliographic record of book, click the button add item for insert the

barcode for another copy (Figure 3.15). The title of book that have 2

copies.

¥ View Bibliographic Record - CUCMS

ST

MARC | Statuses |

Q5 604.5126m 2004C5 A StatusCounts
Langman's medical embryology / T.W. Sader ; onginal flustrz Checked Out:
Sader, T. W. Avalable:
Philadeiphia, Pa. : Lippincott Willams & Wilkins, c2004. O Hold:

Total Items:

X, 534p. : il (chiefly col.) ; 23 cm. +
Embryology. Total Circ:

i
6
0
¢ &
2

oo ~oa

... CUCMS MAIN LIBRARY 0000097 1 Biled For ...

cd QS 604.5126m ... CUCMS MAIN LIBRARY 0002352 1 Available
QS5 604.5126m 200... CUCMS MAIN LIBRARY 0000098 2 Avaiable

| Q5 604 .5126m 200... CUCMS MAIN LIBRARY 0000551 3 Avaiable
Q5 604.5126m 200... CUCMS MAIN LIBRARY 0000658 4 Available
4

Tt sckecton locaton: AL v] ShowGrwp |

I~ Masked | Est | Reaquestsd

MARC Editor - CUCMS

o

(mEE| 05122252004 sous b _0010engd

A
0
O

\e 0781743109

(e cucws

LI X

[eeng

[\= Q8 604 5126m 2004 C5

|

2 sadeer, T. vi. \q (Thomas W.)

BE000

Jennifer Burgoon ; uitrasound mages by Nancy Chescherr and Hytham Imsess.”

\a Langman's medical embryology / \c T.W. Sadler ; ongnal illustrations by Jif Leland ; computer
flustrabons by Susan L. Sader-Redmond ; scanning eiectron micrographs by Kathleen K. Sulik and

e Medical embr Y.

[lesthec.

[\e Phiadeiphia, Pa. : b Lippincott Williams & Wikins, \c <2004

[lex.534p.: bt (cdeftycl.) ; \ 23 cm. + e 1CD-ROM (4 3/41.)

{le Indudes biblographical references and index

Intermet Explorer 5.0 or higher or Netscape 4.7 or higher ; Flash 5.0 or

\a System requirements for accompanying disk: Pentium 200MHz or faster CPU ; Windows 98, 2000, ME,
XP, or NT. 4.0 or Macntosh OS ; SVGA morutor supporting at least 256 colors ; 12x CD-ROM drive ;
higher

s

[\& Purchase

\e Ebryology.

& Abnormalies.

00000 000000 000000
3 CLEME EEEEEE EEEER

a
0
]
|
Ch|
00
00
00
[
00
0o
00
a0
[Ea] e
[0

[

=T Morogeontiem
MARC 21 Bib: Book

H
&

B

|t

Figure 3.20: cataloguing record in MARC view
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3. Accessioning process
Industrial trainee needs to do the accessioning process after catalogued
the book. Accessioning is process before the material are available to the
user. These are the following process:

Table 3.2

Accessioning process

Accessioning process Description

Prepare the call number

Insert security strip in the books

Print and paste call number at book spine
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Paste the barcode and cover with a clear

protective label

Write down call number, location, barcode

number and accession number on the verso page

of book

RFID Tag Programming

Shelving and shelf reading
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4. Catalogued special collection

Industrial trainee needs to catalogue at least 3 books of special collection
per day that been instructed by Mrs. Noraida. A special collection is
group of items such as books or documents and stored separately from
the regular library collection for special reason. These special collections
are often resources in a variety of formats that are distinctive and have
intrinsic value to the institution. This special collection is gifts from the
Pro- Chancellor become the biggest collection that consists thousands of
books. The subject that cover the collection is human resources,
leadership, training, management, and others. The other special
collection is by top management of University of Cyberjaya that donate
their personal book that cover subject about management. The industrial
trainee uses Library of Congress Classification (LCC) catalogued the

collections.

Figure 3.21: Special collection that need to be catalogued
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3.6 REFERENCE UNIT

The industrial trainee was assigned in Reference Unit that supervise under Mrs.
Hawa Naimah Kamarudin. It started 1% November until 23 November 2019. The
reference is the services that provided to the user in guided and assisted in searching the
right information by using printed or online materials. Reference unit is like a map to
the library because it is the place where the user comes and asks for help in obtaining
the information that they need as well as gaining skills in searching the accurate and
reliable information. Mrs. Hawa have briefed about the responsible and job description
as a Reference Librarian. Mrs. Hawa also further briefed about policy Reference Unit
follow by the guided user to utilize library materials, how to use Open Athens, used
Online Public Access Catalogue (OPAC), do the Information Literacy Class and other
services that related to references. Moreover Mrs. Hawa briefed about online databases
that been subscribe by the library and guided on how to use it. The industrial trainee

has learned on how to use several databases that been subscribed.
3.6.1 Task Done by the Trainee

1. Registration of Open Athens, account renewal and password reset

Mis. Hawa briefed and teach industrial trainee about how to renew user
account and reset the password. Open Athens provided user with full
access to resources that UoC Library has be subscribed. In addition, the
industrial trainee can help user if they have problem with Open Athens in

terms of new registration, renewal account and reset their password.
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The industrial trainee assigned to register Open Athens for the user to
access the resources that UoC library has subscribed. User can register
have to register by their self or the library staff register for them. For user

that register for the first-time must do in campus.

Num.dog xhe Passion to Care

Apply for an OpenAthens account provided by Cyberjaya University College of
Medical Science

Al fieids marked * must be completed

Professional group
Titie* First name” Last name
Email address’ Contirm email address’

Address - street, town, suburb, postal code Telephone nurmber

FacutyDepartment name Employee; Student number

Figure 3.22: Open Athens registration by user

Create a new personal account under ‘University of Cyberjaya (UoC) (ns018608)'

© Logn @ Det 3] t o

Figure 3.23: Open Athens registration by library staff
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For renewal account Open Athens, the industrial trainee helped Mrs.
Hawa for renewed user account when it expired. User will get
notification by Open Athens to activate their account. If user did not
notice, user can email at UoC Library to renewing their account. The

period for Open Athens to active is | year from the date that have been

register.
FW: Renewal of Open Athens for BMJ E-Learning. ~ noox x & 2
AHMAD AZIM PIKERI -

From: Nik Adam c<nikagamharis35@gmail com>

Sent: Tuesday November 12 20197 31 PM
To: Library Groupmail <cu bermed edu
Subject: Renewal of Open Athens for BMJ E-Leaming

Assalamualaikum and good evening

My name is Nik Adam Hans bin Nik Azman | am a cuirently Sth year medical student from University of Cyberjaya previousty known as the Cyberjaya University
Coliege of Medical Sciences

| hereby would like to renew my Open Athens account for the purpose of my education in medicine Please notify me as soon as possible when the renewai of my
account Please and thank you

Figure 3.24: Email from user for renewal account

o
;}, OpenAthens ; Q  Advanced

cucmszzz

&, Password & Account U Permissions # Notes = Activity

cucms14085050 Account settings

Sitt Nur Ezdiani Basmuliah

Expires on* 2020-12-16 =

Login by email address «

17 December 2019

17 December 2019 at
1115

16 December 2020

Password

Figure 3.25: Account expired
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After the industrial trainee changed the expired date, must inform the

user about the new expired date for their account.

If the user not remember their password of Open Athens, they can email
or walk in to the library to reset their password. The industrial trainee
will reset their password and need to inform the user the new password

for them to login their account.

FW: Forget OpenAthens password Inbox x

AHMAD AZIM PIKERI < 3z m@cybermed edu my

From: Nur Faizah Aziz <missbj21@gmail com
Sent: Tuesday November 12 2019 4 42 PM
To: library <library@cybermed edu.my>
Subject: Forget OpenAthens password

Hi. I'm Nur Faizah Binti Aziz | forgot my password for OpenAthens Hope u could help me out with this

Matric number MBBS 1508-6376
Username cucms 15086376

Figure 3.26: E-mail from user for reset password

Password

Reset password (7}

Confirm password

Figure3.27: Password reset
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2. Information Literacy class

Industrial trainee assigned to joined and helped during the information
literacy class for students, staff and lecturer. In this literacy class, Mrs.
Hawa briefed explained about the library collection, online databases that
subscribed by Uoc Library, Open Athens and OPAC. This class was held
at Computer Lab, University of Cyberjaya. Sometime library will invite
the speakers for giving talk that related to the library. For example,
library invited speaker from Turnitin to explain more about Turnitin for
the lecturer. He gives explanation on how to use, how to make a group of

classes and function inside the Turnitin.

Figure 3.28: Information Skills Class

3. Mendeley Class

The trainee also assigned to join the Mendeley class for user that need
guided in using Mendeley. Mendeley is the free academic software that
become cross platform and works with Linux, Windows, and Mac. It’s is
free reference manager and academic social network that allow user to

manage, share, reading, annotate and cite their research paper,
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collaborate with others online and discover the latest research. It’s also a
research network to manage paper online, discover research trends and

statistics, and to connect to like- minded researchers.

Figure 3.29: Mendeley class

4. Library orientation

Industrial trainee got opportunity to join and help library orientation for
UoC new intake students. Library orientation is introducing library to the
new user and make them familiar with the environment of the library.
The industrial trainee also guided and helped the user to used library
services such as OPAC. During this activity, the industrial trainee learnt

on how librarian conduct and manage the library orientation for the user.
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Figure 3.30: Library orientation

3.7 AUTOMATION UNIT

And for the last unit, industrial trainee was assigned in Automation Unit under
supervise Mr. Ahmad Azim Pikeri. It started from 25 November until 30 November
2019. Mr. Azim briefed about the daily operation of the Uoc Library automated system,
workstations and other related system. The industrial trainee also learnt the responsible
and job description of the automation librarian and the systems that library used. The

system use is Virtua LMS.
3.7.1 Task Done by the Trainee

1. Explore Module in Virtua LMS
Mr. Azim briefed about Virtua LMS to the industrial trainee in term of

circulation process, cataloguing process, reporting and others. Mr Azim
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also explained about the component and function of Virtua LMS such as

profiler, Virtua client and infestation for learning process.

2. Check and correct the term or word in the library website

Mr. Azim also assigned industrial trainee to check the library website in-
term of terms or word that need to be execute from the library website.
The industrial trainee listed all the correction term and words and
submitted to Mr. Azim that be submitted to IT department for the

changes.

Introduction

An online resource is any information source that thejC UCMS Library provides access in

Services an electronic format. The library has purchased subscriptions to various electronic

information resources in order to provide you with access to them free of charge.

Facilities

Figure 3.31: Before changed to UoC Library

Introduction

An online resource is any information source that th UoC Library )provideﬁ access in an

Vision & Mission electronic format. The library has purchased subscriptions to various electronic

Servi information resources in order to provide you with access to them free of charge.
ervices

Figure 3.32: After changed to UoC Library
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3.8 SPECIAL PROJECT AND REPORT

For this month, the industrial trainee was more on completed the project and
report. It started on 1** December until 31 December 2019. Mr. Azhar is responsible in

supervise the industrial trainee.
3.8.1 Task Done by the Trainee

1. User Satisfaction Survey on the UoC Library.

Industrial trainee must complete this project within 3 weeks starting 9

December until 24 December 2019. One of the objectives of this survey

is to know whether user satisfied with the services, facilities and

resources in the library and to improve the qualities and services of the

library staff in UoC Library. Industrial trainee needs to collect data to

know the result. The industrial trainee does the random sampling to all

UoC Committee that visit and used the library services. This

questionnaire is divided into 3 section to make more specific for user to

answer it. The number of respondents that collected is 73 during the time

period.

Objective of the survey is:

e Understanding the expectations and requirements of user.

e Determining how well the library and reach the expectations and
requirements.

e Developing service and/or standards based on findings.
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1.1 Overall satisfaction

User who had been using the library services in the last 3 were asked
how satisfied or dissatisfied they were with the overall service provided
by UoC Library. 73 respondents who had been answered the question in

the last 3 weeks.

Those respondents who were either dissatisfied or satisfied overall were

asked what their reasoning was for this. Responses were as follows:
Table 3.3

Reason for dissatisfaction and satisfaction with overall service, facilities and resources

provided by UoC Library in the last 3 weeks

QUESTIONS FREQUENTLY | PERCENTAGES SATISFIED /

DISSATISFIED

Fast action when borrow&

return library collections 67 91.7% Satisfied

Information Literacy
Classes (Mendeley or 64 87.7% Satisfied

OpenAthens) are effective

Used to Inter Library Loan
/ Document Delivery 50 69.4% Not satisficd

Service

Shelves' signages easy to

understand 65 89.4% Satisfied
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' Library materials meet

user teaching and learning 65 89.4% Satisfied
needs
Environment of library 55 75.3% Satisfied

Library website friendly-

user 65 89.4% Satisfied

Availability of e-books, e-
journals, articles satisfied 48 66.7% Satisfied

the user

Resources from online
databases subscribed by
the library help user a lot Sl 70.8% Satisfied
in completing my
assignments/research

paper

[ usually ask library staff
for assistance when using 41 58.6% Satisfied

online databases

Sample size 73

Among this question, mostly user is satisfied with the service, facilities
and resources that provided by UoC Library, the most reason for
satisfied (91.7%) was fast action when borrow & return library
collections. While for the reason for dissatisfied (69.4%) was used to

inter library loan / document delivery service. To enable UoC Library
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Figure 3.33:

build and maintain relationship with user, they need to understand and

meet expectations user to

Impact to trainee

The industrial trainee leamt and observe the user satisfaction by the
services, facilities and resources that library provided to the user.
Industrial trainee also aware that certain services were not be used by the
user. Within this survey, the library could act to improved and upgraded

to maintain their services.

UoC 10th Convocation Ceremony and Installation of the New

Chancellor.
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UoC 10™ Convocation Ceremony & Installation of the New Chancellor

The industrial trainee has joined Uoc 10™ Convocation Ceremony and
Installation of the New Chancellor t held in Grand Hall University of
Cyberjaya. The industrial trainee was assigned as a Publication and
Speeches Committee for the UoC 10" Convocation. In this committee,

the industrial trainee needs to draft speeches for accolades. acceptance
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speech for the Honorary Doctorate Recipient and speeches for Vice

Chancellor.

DRAFT - SPEECH TEXT

DRAFT - ACCOLADES FOR
PROF. EMERITUS TAN SRI ANUWAR ALI

GENERAL TAN SRI DATO’ SERI MOHD SHAHROM BIN DATO' H] NORDIN (RETIRED)
HONORARY DOCTORATE IN MANAGEMENT RECIPIENT CHANCELLOR

PROCLAMATION OF THE CHANCELLOR AND UNIVERSITY of
CYBERJAYA (UoC) 10 TH CONVOCATIONS CEREMONY PROCLAMATION OF THE NEW CHANCELLOR AND
(Accolodes - to be read by FOBM Dean)
UNIVERSITY of CYBERJAYA (UoC) 10™ CONVOCATIONS
CEREMONY

Greetings 1o i
(Second Session)

w Mobd Khalil Bin Yaskob,

Figure 3.34: The draft of speeches

During the UoC 10" Convocation, the industrial trainee was assigned to

arrange the convocation book to all VIP and to guest for honor for 2

session of convocations.

YT AATAT T T YD
(Y N Ve Vh B WY BF OF 5L W4 -

Figure 5.35: Publication and speeches committee
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Impact to industrial trainee

The industrial trainee learnt to do speeches for corporate team and boost
the writing skills. The way of how to arrange the term of words that
suitable to use in the speeches have improved when drafted the speeches.
The industrial trainee also learnt how to deal with the situation during the
UoC 10™ Convocation that involves all guest from different background.
This event also helps industrial trainee to communicate well with other
committee and guest to improve the communication skills and corporate

skills with people.
3. Stocktaking

The industrial trainee assigned to involve in stocktaking that held
annually in UoC Library. The process of stocktaking is takes 2 months to
finish it. Uoc Library was assisted by Cd Solution Team in managing this
stocktaking activity. Stocktaking is an essential library function that
helps to keep track of library collection Stock management is essential
for any library development and aims to ensure that the records in the
library correspond with the holdings in the library, to alert the library of
missing items in the library, and to provide statistics on the usage rates of

library books.
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Table 3.4

Process during stocktaking

Process during stocktaking Description

Count the books on the shelf manually

Digital Library Assistant (DLA) scanning.
DLA is used to read RFID tags placed on
books, the handheld software is installed on
the computer with the systemsoftware,
whenever data is exported to the memory
card the handheld software is automatically

exported to the memory card.

Excluded the books without RFID Tags
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Barcode scanning for RFID Tag

Programmed

Programmed RFID Tag using Padstaff

Stick the RFID Tag at the back of the book

Impact to industrial trainee

The industrial trainee learnt all the process stocktaking from beginning
till end with the report of stocktaking. The industrial trainee gained
knowledge with the latest technology that been used moreover the

industrial trainee know the advantages and function of the stocktaking.
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CHAPTER 4
INDUSTRIAL TRAINING REFLECTION
4.0 INTRODUCTION

In this chapter will review about the industrial training reflection that cover the
application of knowledge, skill and experiences in undertaking the task. Besides that, it
also included the personal though and opinion of the industrial training during the
industrial training. The lesson learnt also covered with the limitation and

recommendation for the organization.
4.1 Application of knowledge, skills and experience in undertaking the task
4.1.1 Communication skills

In circulation department trainee have learned that customer service is
hard. There are many types of user with different background, opinion and
though that trainee need to cater during manning the circulation counter. The
main languages to communicate is English. The trainee has applied the
knowledge and skill during the English and Meetings and Discussions (EWC
663) at the UoC Library. Therefore, it is very important to understand on how to
communicate with different user and give the best answer what user want. With
the basic knowledge of communication in Public Relation in Information
Work (IML553), industrial trainee has learnt on how to talk with manner and
showed some respect and always smile to the user. Trainee also have to manage

and control their stress while dealing with the user that have their own purposes.
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In addition, communication enhances communication skills is one of the
good ways that should be develop by each librarian while managing their user.
This skill can motivate trainee to increase positive attitudes and can control

emotion when dealing with different user.
4.1.2 Computer skills

In this division, the industrial trainee has learnt on how to develop the
computer skills by using Photoshop, Canva, Pixlr, Adobe Premier, to create and
design several signage, brochure and video for the library. The industrial trainee
needs to use the latest application to create all the task that been given, and it
creates opportunity to industrial trainee to explore and gain a lot of new skills
especially related to the skill create and editing video. In addition, this skill also
expose trainee on how to create and design according to the corporate theme.
Hence, industrial trainee needs to aware and up to date the latest technology and

application that can be develop in the library.
4.1.3 Interpersonal skills

Being in the industry, industrial trainee able to improve the personal
development by performing different task that has been given directly. For
example, new knowledge that has been learned on how to adapt to the new
environment and assign with new task that never been experienced before.
Engaging in new environment can help to cooperate and establish a good social
relationship between library staff and industrial trainee. Meanwhile, assigning
with a new task can teach industrial trainee to increase the knowledge about

method in problem solving and decision making that has been implemented in
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UoC Library & Knowledge Management Centre. Interpersonal skill has related
to subject Communication in Interaction Consultation (IMS 556), because
interpersonal development helps a person to respect each other’s, helping one
another during difficult time and communicate in a good manner with adult.
Hence, industrial trainee also has learned on how to develop other interpersonal
skill such as patience, responsible, positive attitudes, self-confidents and many

more.
4.2  Personal Though and Opinion
4.2.1 Working Experiences

Being in this internship requires industrial trainee to have a high spirit
and strength built with the strong mental from inside as engaging in the world of
work is not easy than being a student. This is because, in the working area are
totally different from study area and it needs someone who can face the
challenges in the good ways. It is better to avoid the feel that emphasizing little
things, because it will not take anywhere. Instead improve to focus on the
existing thing and learn on how to enhance what’s being weak. Throughout this
training, the industrial trainee felt like family because of the librarian are very
friendly and can cooperate better with them. From that, the industrial are happily
doing work with pressure. Hence, it is better learned to be confident and not
afraid to ask many questions. By asking the questions, the industrial trainee
needs to understand the scope of the work that need to do in details. From the
answer also can make industrial trainee able to do the task according to what
supervisor wants. It is important for any industrial trainee in the future should be

prepare with many of knowledge that related with the working experience and
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organization because this opportunity will help industrial trainee when dealing

with the real working experience.
4.2.2 Leadership

It is important element because it could help some people to do the right things.
For example, they set direction, build an inspiring vision, and create something
new. Leadership is about mapping out where you need to go to win as a team or
in organization and it is dynamic, exciting and inspiring. It has a close relation
with leaders. Yet, while leaders set the direction, they must also use the
management skills to guide their people and work well as a team to the right
destination, in a smooth and efficient ways. Industrial trainee feels by work well
as a team could lead a better quality of work. Because many of ideas, new
practice that can be receive from library staff, without their help and guide given
in this learning process, industrial trainee would not able to complete the task
that have been given in a timely manner. When performing task with different
pf:ople who has more experiences in the field, the industrial trainee learned the
various method and techniques shared through the people who taught industrial
trainee. The industrial trainee also learns to accept the opinions of others
without depend on industrial trainee ways only. Although it took time to feel
comfortable allowing others to share the task but eventually the industrial trainee

knew it was okay and it’s called a process of learning.
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4.2.3 Accept Challenges

Industrial trainee realized this meaningful experience and gather a lot of
knowledge in the classroom, but personal approaches are invaluable. This
internship has given many improvements in industrial trainee formal education
especially when learn to accept the challenges. The best way to learn is to do it
and accept any kind of challenges as new knowledge. Industrial trainee feels
very grateful for this challenge and think that being in this industrial training is
very valuable to a student, it is a little sense in the real world, it helps to
strengthen the knowledge of responsible for people’s money, work timely,
completed all the tasks that had set up, industrial trainee also learned to focus on
certain goal. Getting experience and moving into the world of work is very
meaningful memory that industrial trainee will never be forgot. Bring in this
learning journey needs to be guided, focused and require someone who will

never give up.
43 Lesson learnt
4.3.1 Responsible

Being involved in the library gives the opportunity to develop the responsible
value especially when organize the information management in UoC Library and
Knowledge Management Centre. When industrial trainee act responsibly or do
the things, it will lead to responsible for any task and to have a positive
consequence. A consequence is what happens as a result of action. When
making any task given with responsible, it will spread a positive outcome and

get the positive consequence for a task that done.
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However, if making with irresponsible, it will lead to feel the pain of negative
consequences for a task done poorly or not at all. Being responsible leads to
more trust and freedom because people know that they can count on industrial
trainee to do the things that are expected to do. Being responsible also can be a
big part of keeping safe. Industrial trainee believes if someone responsible in
any task that has been given it will help in enhance the quality of task due put

the best action on it.

4.3.2 Effective communication

Additionally, when industrial training involved in library management, it is
important to have effective communication. It should be done from the bottom
level of the library. For example, in circulation unit when dealing with people
and should know how to treat all people in the best possible way. This is
b¢cause every people have different purpose and they deserve to have the best
service when they are in the library. Effective communication should be
implemented at all highest level in the management of the library which is
among librarian staff and the top management. Effective communication can
help librarian understand the objectives of the library that want to achieve in the
future. It is important to encourage all staff to have effective communication
among them. It will reduce unnecessary competition within division, and it helps
the staff to work together harmoniously. The result of a team that works together
is high productivity, integrity and responsibility. The staff know their roles on

the team and know how they are valued.
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4.3.3 Teamwork

The ability to work as part of a team is one of the most important skills in
today’s job market. Employers are looking for workers that can contribute their
ideas, but also want people who can work with others to create and develop plan
and projects. Hence, working together as teamwork in one organization can lead
to a positive impact on the library. Team work is an essential part of workplace
success because every team member has a specific role to play in accomplishing
task on the job. A good teamwork able to increase the quality performance of the
library because they know what are the strength that they need to enhance and
the weakness they need to improve. All staff also need to show their respect
toward each other’s, and tolerance is highly encouraged among librarian and top
management as they need to have a close relationship with each other to achieve
the goals of the library. The effective teamwork and collaboration between
industrial trainee and the librarian staff not only helping by effectively
completing the task, but also open the trainee mind to have an ideas or solution

in problem solving.
4.4  Limitation and suggestion
4.4.1 Low self-esteem

Before entering the industrial training, the industrial trainee self-esteem at low
level. The lack of confidence and being awkward with the new people is the
biggest challenged for industrial trainee. Moreover, the industrial trainee needs
to communicate with the user in English because user in University of

Cyberjaya came from different background and have the foreigner students and
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staff. It quite challenging for the industrial trainee at first but the industrial
trainee manages to cope within the 5 months of industrial training. With the
manning the circulation counter activities and being in reference unit make
industrial trainee boost the self-confidence through communication with the user
and it improve the communication skills and have respect with everyone.
Besides that, through the event and programmes that the industrial joined and
participated make the industrial trainee suitable with the environment of works.
The industrial trainee also gains knowledge and experiences with other staff

from different department and know how to cope with the situation.
4.4.2 Time management

Time management is important when in the working environment. The industrial
trainee learnt on how to manage time with all the task that been given by
planned which task is priority that need to do first to be submitted. Prioritization
help the industrial trainee focus on important tasks by keeping them in the
highest priority that enables to work on them with full attention and focus. It
also helps the industrial trainee to manage workload in the most effective ways.
With the proper utilization of time and prioritization of activities, the industrial
trainee can easily provide a better quality of works. Besides that, time
management also helps the industrial trainee be more productive and efficient as
a working professional. These skills are helpful in helping finished the task as

early as possible without compromising on the quality of work.
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4.4.3 Duration of the industrial training

The Industrial Training provides pre-professional work experiences with
specific assignment and responsibilities. Industrial training offers students with
important practical knowledge and skills and encourage industrial trainee in
becoming the successful and best professional workers. For 5 months, the
industrial trainee learnt on how to manage the library and learnt all the unit in
the library. But not all things can’t cover during this duration. The industrial
trainee feels that the attachment of 5 months doesn’t give a chance to learn
more. The industrial trainee needs to do more practically and explore more on
the library and management in the library. With a longer duration of the
industrial training, it able to the industrial trainee to gain knowledge and
experiences with the library staff to train themselves to become a professional

worker.
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CONCLUSION

Being in UoC Library & Knowledge Management Centre really help the
industrial trainee to understand the overall that acquire in the class as well in this
industrial training. As the result of this industrial training, the industrial trainee able to
explain all the important activities that related with the library management in all unit in
the library such as dealing with the user in the circulation, process of ordering and
purchasing the book and online databases, cataloguing process and many more. All this
activity made the industrial trainee learnt and gain more knowledge by understanding all

the process and management in the library.

For the past months in this organization, lot of experience, skills that been learnt
and acquired through which worthwhile. Despite going through with a several of
challenges during the duration of industrial training, it was a valuable experience to
become a better employer of the organization for the future. In addition, industrial

trainee aware of the importance to have a good management aspect in the organization.

Industrial training program should be continuing to provide learning and
practically trained for the last semester students to complete their studies and prepared
before entering the working life. It is a platform where the industrial trainee can learn
and take opportunity by dealing and assigning the new task and activities that have been
given by the supervisor in the industrial training. It able to increase a lot of new

knowledge and develop many skills which can help to face the real working life.
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Industrial trainee grateful and honors to be a part of the UoC Library &
Knowledge Management for 5 months. There a lot to be learnt and get valuable
experiences that could not be obtained in elsewhere. This industrial training has given
many benefits as future professional as well as individual in which to be more
disciplined and more focused on the goals to achieve in the life either professionally or

personally.
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APPENDICES

Appendix 1:

Industrial trainee attendance
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UNIVERSITY OF

Lbrary SKnow ; *
Cenre

CYBERJAYA UoC LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE  yzaener

SeLu:mber 2019

Duty Hours

Open: 9.00 am - 6.00 pm
Closed: 10.00 am - 7.00 pm

WEDNESDAY THURSDAY FRIDAY SATURDAY
4 s 6 7
Open: AZIM Open: TINI Open: INTAN
Closed: HAWA Closed: AIDA Closed: HAWA HAWA
Subs: INTAN Subs: INTAN Lunch: AIDA
11 12 13 14
Open: AIDA Open: AZIM Open: HAWA
Closed: HAWA Closed: INTAN Closed: AZIM AIDA
Subs: AZIM Subs: TINI Lunch: TINI
18 19 20 21
Open: INTAN Open: TINI Open: AIDA
Closed: TINI Closed: INTAN Closed: HAWA INTAN/TINI
Subs: HAWA Subs: AIDA Lunch: INTAN
25 26 27 28
Open: INTAN Open: TINI Open: AZIM
Closed: AZIM Closed: AIDA Closed: AIDA AZIM
Subs: HAWA Subs: AZIM Lunch: HAWA

Lunch (Friday): 12.30 pm - 2.30 pm
Saturday: 10.00 am - 2.00 pm
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Appendix 3:

National Library of Medicine
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=

NLM Classification

WORLDWIDE SOURCE OF MEDICAL LIBRARY CLASSIFICATION

DEPARTMENT OF SZALTH
AND HUMAN SEAVLES
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Appendix 4:

Circulation form
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| CYBERIAY pesan pesen e 1. Library & Knowled
1, Cy 3
= CYBERJAYA FRACH, Cyberaya, Selange.  AAnagement Cente

=

LIBRARY CIRCULATION UNIT

Thesis Room Booking Form

NAME g DATE
MATRIC NO/STAFFID : TIME IN
MOBILE NO : TIME OUT
EMAIL : FACULTY

User are NOT allowed to take out and borrow any item in the thesis room.
Please leave you matric card attached to this form.
Please read the Thesis Room Policy.

THESIS ROOM 1 (PHARMACY, MEDICAL EDUCATION)

THESIS ROOM 2 ( ALLIED HEALTH SCIENCES, OSH)

(REQUESTER SIGNATURE)

FOR OFFICE USE ONLY

Tick (/) in the appropriate box Information details

D Key room given to requester Date

D Matric card attached with this form Signature

’:] Key return back to the counter Received by

@ www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my P‘OERITA! L bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library © 03-8313 7187



Appendix K

CUCMS/F/LIB (7)
(E/r-\’§ UNIVERSITY OF > U“i"ersBity "fc%'b;riaf'f Library & Knowled ’
ersiaran Bestari, Cyber 11,
=~ CYBERJAYA 63000, Cyberjaya, Selangor. Management Centr

LIBRARY CIRCULATION UNIT
Library Membership Form

NAME

ICNO : PASSPORT NO

STUDENT/STAFFID : MOBILE NO

COURSE / FACULTY

ADDRESS

EMAIL

I hereby, will follow strictly the CUCMS Library & Knowledge Management Centre rules and
regulations. If an item is damaged or lost, I agree to pay the fines, processing fees and cost of the

item(s)

DATE : SIGNATURE

FOR OFFICE USE ONLY
Tick (/) in the appropriate box Checklist
[:‘ Student Update record into system I:l
|:| Academic Staff Date
D Management Staff Record by

@ www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my % bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library @ 03-8313 7187



S UNIVERSITY OF University of Cyberjaya  y 4 a1y & Knowled
Persiaran Bestari, Cyber 11,
@\/\\__/// BERJAYA 63000, Cyberjaya, Selangor. Management Centre

LIBRARY CIRCULATION UNIT

Room Reservation Request Form

REQUESTER DETAIL
NAME : DATE
STUDENT ID/STAFF ID : TIME IN
MOBILE NO : TIME OUT
NUMBER OF PERSON : FACULTY

These rooms may not be reserved for regurlarly scheduled classes or ongoing meetings
Rooms priority are for discussion with lecturer or staff.
Please leave three (3) matric card attached to this form.
Food, drinks (except covered bottle) and bags are NOT allowed in these rooms.
Minimum number of person per group is three (3)

ROOM BOOKING PURPOSE OF USAGE
[ ] room1 [ ] Meeting
D ROOM 2 D Discussion
[] Rroom3 [ ] Class
[ ] rooM4 [ ] others
[ ] Rrooms
......... (SIGNATURE)
FOR OFFICE USE ONLY
Tick (/) in the appropriate box Information details
|:| Key room given to the requester Date
I:] Matric card attached with this form Signature
[:l Key return back to the counter Received by
www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my @ bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library © 03-8313 7187



CUCMS-LIB-FRM004; REV 01

=

7 uvEnsiTY OF p TSN Lirary & Kol
L, Ly ,
= CYBERJAYA 63000, Cyberiaye Selangor,  Management Centy

LIBRARY CIRCULATION UNIT

Book Lost Report Form

NAME : MOBILE NO
MATRIC NO/STAFFID DATE
EMAIL :
BOOK DETAIL(S)
DUE BOOK PRICE
NO | AUTHOR TITLE & PUBLISHER CALL NO BARCODE DATE +RM 30.00
PROCESSING FEE
TOTAL
......... (SIGNATURE)
FOR OFFICE USE ONLY
Tick (/) in the appropriate box Information details
l:] 14 days given to find the book(s) Date
[:l Book lost has been replaced with new book Receipt No
E Book lost has been replaced with book price Total Payment
[:| Book lost has been found Signature
E Fines has been paid Received by
www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my w bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library © 03-8313 7187



CUCMS-LIB-FRM003; REV 01

= ik .
UNIVERSITY OF University of Cyberjaya |, rary & Knowled
Y Persiaran Bestari, Cyber 11,
(zQ/\y CYBERJA A St il Management Centre

63000, Cyberjaya, Selangor.

LIBRARY CIRCULATION UNIT

Book Damage Report Form

NAME : MOBILE NO

MATRIC NO/STAFFID : DATE

DAMAGE DETAILS

BOOK DETAIL(S)

NO AUTHOR TITLE PUBLISHER CALLNO BARCODE COSgo()gKTHE

TOTAL
......... (SIGNATURE)
/
FOR OFFICE USE ONLY
Tick (/) in the appropriate box Information details
E Page missing Date
[:l Page tear off Receipt No
E Book cover tear off Total Payment
D Others Signature
Received by
www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my w bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library © 03-8313 7187
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Appendix 3:

Reference form
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}\/"\A UNIVERSITY OF UNIVERSITY OF CYBERJAYA LDy & KﬂOWLEdQe\ﬁ*

_ CYBERJAYA e s o 11 Merganen e

LIBRARY ACQUISITIONS UNIT

Library Material Request Form

NAME : H/P NO

STAFFID DATE

EMAIL : FACULTY

BOOK DETAIL(S)

AUTHOR  TITLE ,~ PUBLISHER | REMARKS
......... (SIGNATURE)
FOR OFFICE USE ONLY
Tick (/) in the appropriate box Information details
D Textbook Signature
D Reference Received by
l:l Others Date
Notes

cybermed.edu.my/library cucmslibrary@cybermed.edu.my @2 bestari.cybermed.edu.my
@ CUCMS Library , CUCMS Library @ 03-8313 7187



CUCMS-LIB-FRM002; REV 01

Cyberjaya University College :
CYBERJAYA UNIVE ; L ! of Medical Sciences Iﬁbrary & Krt\oCWIeg_
e O MEDICAL SUIENCED Persiaran Bestari, Cyber 11, anagement Len
Kolej University Sains Perubatan Cyberjaya 63000, Cyberjaya, Selangor. -

KPT/IPS/DFT/VS/B20

LIBRARY REFERENCE UNIT
Document Delivery Service (DDS) Request Form

DETAILS OF REQUESTER AND REQUEST ITEM

NAME -
MATRIC NO/STAFFID : MOBILE NO
EMAIL g FACULTY/DEPT.
Article printed by CUCMS Library will be charged RM 0.30 per page.
Charges for articles which are NOT SUBSCRIBED by CUCMS Library will be borne by requester.
Charges will depend on the policies of external provider (other libraries, organisation, etc.)
DETAIL(S)
TITLE
AUTHOR
JOURNAL
VOL. / NO. / ISSUE : PAGE NO.
SOURCE / URL
DOl
s e
FOR OFFICE USE ONLY
Request Status: Information details
[ ] Fulfilled Date
[:] Unfulfilled Signature
I:] Others Received by
‘ www.cybermed.edu.my/library @ cucmslibrary@cybermed.edu.my @ bestari.cybermed.edu.my

@ CUCMS Library @ CUCMS Library © 03-8313 7187
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