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Abstract 

Student from the Faculty of Information Management will have to undergo 

Industrial Training (IMC 690) which one of the compulsory course in the Information 

Management. Students have the freedom in choosing place where their internship will be as 

long as the organization meet the course management condition. I choose Institute 

Pendidikan Guru Campus Gaya, Sabah for my internship training in Bachelor of 

Information Science (Hons) Library Management (IM 244) for 5 months started from ! 81 

August until 31st December 2018. This report contain four chapter which chapter 1 consist 

of introduction, chapter 2 organization background, chapter 3 industrial training activities 

and chapter 4 industrial training reflective writing and also my special project information 

that I have done in the library follow up by a few attachment in the appendices for further 

reference. 
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CHAPTER 1: INTRODUCTION 

1.1 Institute Peodidikan Guru Kampus Gaya Library, Sabah 

IPG Campus Gaya is one of the institutions in Sabah, Malaysia. It is located 19 .4 

hectare at the hill land with less that 2 km from Kota Kinabalu City. There was total 27 

institute Pendidikan Guru around Malaysia and IPG Campus Gaya is one of them. 

Furthermore, the located not far from Karamunsing shopping complex, Luyang Town and 

Hospital Queen Elizabeth and also the State Museum of Sabah. Most, user that visited IPG 

Campus Gaya Library usual students, lecturer and staff that study and worked in the 

Institute. 

Institute Pendidikan Guru Campus Gaya is a place where students learn to be future 

teacher with remarkable teaching ability through various of approach that help new 

generation in the future. IPG Campus Gaya library provide the necessary educational 

material that suit students in the institute while helping them in their educational course in 

the • institutions. Besides, IPG Campus Gaya also provide reading material for students 

encouraging them in reading habit. 

The curriculum and training system that have been implement in the institutions is 

similar to other Malaysian institution. Institute Pendidikan Guru Campus Gaya covers 

academic, co-curriculum and curriculum and also practicum which compulsory for students 

that take one of the course in the institute. 
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Figure 1.4.5 (a) Audio Visual Collection 

1.4.6 Free Range Reading Collection 

This collection contains popular fiction and non-fiction for students to borrow and 

browse. Moreover, free range collection consist of light novel and reading collection such 

as motivation, young adult fiction, mystery, biography and other that both written in 

English and Malay language. Thus, provide user with relaxing reading for their free time 

and encourage reading habit among students. For example, Malay Novel and English 

fiction. 

Figure 1.4.6 (a) Malay novel collection 
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events of the world, the development of world science and technology, the worlds history 

and culture and so on. 

✓ Mango Language

Mango Language is an e-learning conceptual database service that specializes in interactive 

language learning and multimedia. The language and language learning modules available 

online are practical, user friendly, intuitive and highly suitable for those that interested in 

learning world's major languages in effective way. 

✓ BUS (Bemama)

BUS stand for BERNAMA library and Infolink Service. Provides database service by 

BERNAMA news agency and also provides important information sources that students 

can use to help in their research. 

1.6 Other Services in Institutes Pendidikan Guru Campus Gaya 

a) College Building

b) Sports court

c) Cafeteria

d) Surau

e) Hostel for male and female students

f) Hall

g) Library

h) Parking lots

i) Classroom
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CHAPTER 2: ORGANIZATION INFORMATION 

Institusi Pendidikan Guru Campus Gaya has four department that will be focus in this 

chapter and report. The four department is Cataloging Department, Acquisition Department, 

Circulation Department and Reference Department. Technical Department was manage 

directly by our supervisor. Those 4 department is where my colleagues and me was placed 

during our 5 months internship. 

2.1 Cataloging Department 

The main purpose for cataloging in library is to provide access to library material. This to 

ensure material in library can be detected if the material damage or missing. Moreover, 

cataloging is important as it help library in stating the material information in appropriate 

way and save more time. Cataloging purpose can also be seen bellow 

2. 1 .l Roles and Function

❖ Creating records in the catalog for books, serials, video recording, sound recordings,

software, electronic resources and other type information in the library.

❖ Assigning call numbers and labeling materials

❖ Maintaining the accuracy of the information in library online catalog for any new

Material

Page 19 
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2.3 Reference Department 

Reference department services or also known as information desk in the library. 

This department assist user in finding the information that user need for their research. 

Moreover, reference department not only assist user but help user in identifying reference, 

locating library materials by using online database and other appropriate sources. Therefore, 

ensuring user use trusted resources for their research. User can also use email or via 

telephone as sometimes user did not have time visiting the library. 

2.3.1 Roles And Function 

❖ Finding out complete and accurate reference

❖ Finding specific and accurate reference

❖ Assist in finding proper citation for user and publication

❖ Assist in finding full text electronic journals for user research reference

2.4 Acquisition Department 

Department of library that responsible in selecting and purchase materials or 

resources for library materials. Moreover, this department process include selecting, 

receiving and ordering material for library. Other than that, acquisition department services 

do negotiate the price outside the agency such as dealers, vendors and publishers, arranging 

books material order and select resources that deem to suite the library material and for user 

in their research field. 

2.4.1 Roles And Function 

❖ Review of collection

❖ Weeding
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CHAPTER 3: INDUSTRIAL TRAINING ACTMTIES 

3.1 Industrial Training Activities 

3.1.1 Circulation Department 

l 61 August 2018 is my the first day of my industrial training, upon arrived there 

firstly my partner and I reporting on our arrival at the Institute Pendidikan Guru Campus 

Gaya Library. We meet with Encik Shahimin who warmly welcome us, he responsible in 

gujding and supervise us throughout our 5 months industrial training in the library. Then, 

we was given a brief explanation about the library work flow and other staff in the library. 

The first day start at the circulation department unit since there was no students for the day. 

The second day, we continue at the circulation department and was told we will place in the 

circulation department for a month. 

■ Circulation Department Services

✓ Handling renewal and lending materials

✓ Sending overdue notice

✓ Attending meeting for organization events

✓ Checking books for overdue and returned books

✓ Assisting patrons in finding books
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3.1.2 Acquisition Department 

After one month in the circulation department, I was transfer to the acquisition 

department alongside my colleague at the I st September. Here, we meet with Puan Sarina 

who responsible in the acquisition department. I was given short briefing about the 

department. Besides, I learn on how to stock take as it help in counting books material in 

the library. Likewise, during this month I also involved in the Institute Pendidikan Guru 

Campus Gaya Sports events 

■ New Books Arrival Process

✓ New books arrived in the library.

✓ Given a list of new books that arrived and need to check every books that arrived

was the same as the given list.

✓ Books that did not exists in the list or some books missing from the list I need to

report it to senior staff.

✓ Need to check and ensure the number books that arrived is the same as the given list

✓ While checking we collected, search and separated the books with the same vendors

or publishers and the same title for rechecking once again.

✓ Some books is the same but come from different publisher or vendors.

✓ Some books did not meet the library educational course

✓ There was books that difficult to read for instance islamic books with whole Arab

writing
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■ Stock Take

✓ Briefing on how to use the barcode scanning

REPORT 2018 

✓ Verification by going through the books accession number per shelves start from

small call number to largest number

✓ Make sure there was no books with the same accession number and if there was I

need to separate it from others to avoid any missing material or duplicated material.

Figure 3.1.1 (a) Stoke take and arranging back the books 
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CHAPTER 4: INDUSTRIAL TRAINING REFLECTION 

4.1 Application of knowledge, skills and experience in undertaking task 

During my internship in the Institute Pendidikan Guru Campus Gaya Library, I 

applied and use the knowledge that I have learned during my year of degree studies in 

Information Management. In addition, I have learned lot of thing from the senior staff a 

well as gain new knowledge and skill that needed in the working environment. Bellow is 

the skills that I have learned: 

❖ Communication skills

Communication is an important factor or skill that every individual need to master. This is 

because we communicate everyday in our daily life especially when we were working. 

Thus, I notice a few change within myself as I find myself comfortable in communicate 

with senior staff since I'm someone who tend to shy meeting stranger. However, I discover 

that it necessary for me to force myself to communicate with other in order completed the 

given task. 

❖ Punctuality and Time management

During my internship, I learn on how to disciplined myself to be punctuate as I need to 

wake earlier since working started at 8.00 am. The attendance was record in punch card 

where my colleague and I punch our card when we arrive and end the day. Arrive 

according to the set time is important in order for us to prepare for the day and the 
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5.0 Conclusion 

REPORT 2018 

In a nutshell, during my 5 months of industrial training in Institute Pendidikan 

Campus Gaya has been like roller coaster ride as I experience lots of things from physically 

and mentally. I was live far from my home as I had to find rental house and balance my 

expenses in order to pay the 5 months rent. While this may be true I have my friends that 

support me as we experience the same things. I was very grateful to them for being with me 

when I need it. Other than that, I valued my time during my internship as I learn lot of 

things aside from having fun in the working environment as the staff in the library was 

friendly and teach us whenever I don't know something regarding my assigned task. The 

knowledge, skills and experience from the very first day until the end help me in imagining 

what work in the library look like and eventually help me to be more prepare in the future 

with library staff guidance and advice that help me in my work profession. 

Last but not least, I would like to give my sincere gratitude towards IPG Campus 

Gaya Library especially Puan Sarina, Puan Noorwainie, Puan Suzila and Encik Shahimin 

that help my colleague and I during our months internship in the circulation department, 

acquisition department, reference department and cataloging department. I was grateful to 

them for their guidance, cooperation, support and advice during my practical months 

ensuring I do my task diligently and in the right way. Thus, I wish this experience that I 

have gained will help me in my future. 
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APPENDICES 
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