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ABSTRACT

Scope of Information Management studies has provided challenges to anyone who
involved on it that are not focusing on one thing. In order to finish writer study, writer
have to occupy industrial training in academic library. Writer have chosen to do writer
internship in Cyberjaya University College Medical Sciences (CUCMS). The trainee
have been there for five months starting from 1% August to 31* December 2018. Based
on trainee observation, CUCMS Library, is one of the great mechanisms for students in
order to acquire and gains a high quality of knowledge and experience. CUCMS is
recommended place for Information Management's students to undergo the internship.
It is because CUCMS Library have equipped in order to fulfil the studies and course.
During writer practical training, CUCMS Library gives priceless experience and train
me how to be a good worker in order to be more multitasking, improve trainee self-
confidence level when dealing with people and this the things that will comes the
benefits to practical students like me. Trainee have learned a lot of things that cannot be
achieved in trainee previous studies during practical training. Trainee have learned that
there’s lot of things that should be acquire in order to be a good and successful librarian
or information professional. As Information Management students, we should be
knowledgeable in order to deal with problems that might arise. Last but not least, the
experience during industrial training is the best method in order to enhance the

knowledge of the Information Management students.
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1.0 INTRODUCTION

The Industrial Training subject IMC690 provides pre-
professional work experience with specific assignments and
responsibilities. This subject also requirement for the students
from Bachelor of Science (Honour) Library and Information
Management Students to undergo industrial training as one of
the conditions to completion degree in this field and to gain a
degree. Students need to finish and complete the training
industry for five months in certain organizations that were

determined.

This paper involve 480-hour equivalent work placement, paid
or unpaid, located in an approved industrial site, working
under the 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.
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1.2 OBJECTIVE OF INDUSTRIAL TRAINING

The objectives of the Industrial Training are:

1. To provide pre-professional work experience with specific
tasks and responsibilities.

2. To encourage or stimulates a personal career interest, serving
as a bridge between university and the environment of work.

3. To help students improve their marketability after graduation.

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

5. To adapt management and technical skills in a library and
information environment.

Page | 3
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1.3 PURPOSE OF THE INDUSTRIAL TRAINING

W

The industrial training report is a report that must be
completed for students who have been training for five months
in the industry specific organizations. This report clearly
explains the practical work and theory that has been learned
and implemented during industrial training. The industrial
training students must make a full report on what they had

done during the period of industrial training.

The main purpose of practical training report is:

Give the impression to the reader about the activities carried
out within the framework of the students and to the role of the
department or the firm.

As a book to gather all the information and data obtained
during industrial training.

Describing the work done by the student daily report book.
As an initial overview and reference for students who will
undergo industrial training.

In reference to the management of the company for

improvements to the company in the future.
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1.1 BACKGROUND OF ORGANIZATION

1.1.I' LOCATION/ SITEMAP OF CUCMS
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Figure 1.2: Sitemap CUCMS
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1.1.2 HISTORY OF CUCMS

Figure 1.3: CUCMS at Persiaran Teknokrat 3

Cyberjaya University College of Medical Sciences was
established by a group of prominent medical specialist and
educators on 23 October 2005. The institution originally
consisted of two faculties offering two Bachelor's degree
programmes in medicine and pharmacy. It operated out of its

first campus at Street Mall, Cyberjaya.

In 2009, CUCMS moved to its present location in anticipation
student growth. The campus offered increased student

capacity and fully equipped teaching facilities.

In 2010, three additional faculties were established to offer
allied health science, occupational safety & health, and

complementary medicine programmes.
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Dato' Prof. Dr. Abu Abdullah was appointed as the new
President on 4 January 2010. In the same year CUCMS created
history when it signed a Memorandum of Understanding
(MOU) with the Malaysian Homeopathic Medical Council,
thus becoming the first Malaysian university to recognize and

offer a homeopathic medical science degree programme

(CUCMS Website 2018).

By 2013 facing intense regulatory and financial pressure in a
fast-evolving landscape, the institution was acquired by SMR
Group, who went about implementing a turn-around. The new
owners sought to improve governance by establishing a new
leadership team, re-allocating resources to improve quality
and modernizing the university's operations to improve
efficiency. Largely successful, in two years, Cyberjaya
University College of Medical Sciences had improved its
financial standing and quality. The turn-around and human
resource improvement initiatives were acknowledged as a
success by the US-based, management and leadership
magazine, Workforce, when it awarded the university with its

2015 Optimas Gold Award for Managing Change.

In October 2014, the university revealed plans to collaborate
with HCK Capital Group to build a new campus in Cyberjaya
which is expected to be operational by 2018. There are five (5)
faculties within the main campus building in Cyberjaya all

includes:

Nurturing the Passion to Care
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— Faculty of Medicine
— Faculty of Pharmacy

— Faculty of Occupational Safety and Health

— Faculty of Allied Health Science

— Faculty of Traditional and Complementar

Figure 1.4: New building CUCMS at Persiaran Bestari
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Figure 1.5: CUCMS Library Building
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1.1.3 LOGO OF CYBERJAYA UNIVERSITY COLLEGE OF MEDICAL
SCIENCES

of MEDICAL SCIENCES

CYBERJAYA UNIVERSITY COLLEGE

Nurturing the Passion to Care

KP LT U
Figure 1.6: CUCMS Logo

The University logo serves as a visual identity of the
university. It consist of two (2) colours, namely purple and
white. The colour of purple symbolize the values of caring
nobility and spirituality where else the white colour represent

kindness, wholeness and a sense of completeness.

1.1.4 VISION CUCMS

The vision of CUCMS is aspire:
— To be a distinctive institution of higher learning producing

complement healthcare and related professional.

1.1.5 MISSION CUCMS

The mission of CUCMS is:
— To be distinctive medical sciences institution of international
repute, producing competent healthcare professional who are

intellectually emotionally and spiritually balanced.
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1.1.6 CUCMS LIBRARY AND KNOWLEDGE MANAGEMENT CENTRE

CUCMS Library is an academic library that more focus on
sciences. According to CUCSM website (2017), the CUCMS
Library and Knowledge Management Centre was established
in 2006 and specialized in the area of General and Specialized
Medicine, Pharmacy, Traditional and Complementary
Medicine as well as Allied Health Sciences. Until now, the
library has a total 15, 000 for physical collection. Besides
operating at the main campus in Cyberjaya, there are five (%)
other Resources Centre located at various Government
Hospital in Sepang, Terendak, Melaka, Seri Manjung Perak

and Banting Selangor.

1.1.7 CUCMS LIBRARY (MAIN CAMPUS)

It is located at the third level of the university main campus.
In August 2018, CUCMS moved to the new building in area
of Cyberjaya. CUCMS Library and Knowledge Management
Centre in Cyberjaya is equivalent with their functions to be as
the main library for the campus, the library also provided
varieties of facilities and services to meet the users need.
CUCMS main library has 500 seating capacity where students
can use the seating areas as their study and relaxing area. Other
than that, the library also has thesis room and discussion room

for their users.
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Various facilities and services available at the library for the
aim of producing graduates who are knowledgeable and
competitive and experienced staff and can provide for
innovation in building human development. CUCMS always
strive to provide excellent service to all users receive the

suggestions and criticisms raised.

CUCMS Library has a two-story building where the ground
floor is an area of 18,000 square feet and the top floor of
12,000 square feet. The number of users who can enter library

at one time is 600.

1.1.8 LOGO OF CUCMS LIBRARY

Library & Knowled
Management Centre

Figure 1.7: Logo of CUCMS Library

Address: Persiaran Bestari, Cyber 11,

63000 Cyberjaya, Selangor

Web site: http://www.cybermed.edu.my/library
Facebook: CUCMS Library

No. Telephone: 03-83137187

Email:

cucmslibrary@cybermed.edu.my

Table 1.1: Information CUCMS
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1.1.9 VISION AND MISSION

i.  VISION
CUCMS Library will become the intellectual centre of the
University by fully integrating its services, and unique
collections into all aspects of the institution.

ii. MISSION
The primary mission of the CUCMS Library is to support the
curriculum, research and general information needs of the
CUCMS community by providing physical and remote access

to printed and electronic resources.

CUCMS Library now has 5 staff, headed by a Library
Manager

Mr Azhar bin Tajul Noor and five librarians, which are:

e Mr. Ahmad Azim bin Pikeri (Circulation Unit)

e Mrs. Noraida binti Zakaria (Technical Services Unit)

e Mrs. Hawa Naimah binti Kamarudin (Reference Unit)
e Mrs. Ainul Akmal binti Marzuki (Acquisition Unit)
e Mr. Khairul Anwar bin Zulkifli (Automation Unit)

CUCMS Knowledge Management Centre is a Library of
Cyberjaya University College Medical Sciences (CUCMS),
which is the reference point for the entire campus community

in general.

Page | 14



of MEDICAL SCIENCES

CYBERJAYA UNIVERSITY COLLEGE

1.1.10 CLIENT CHARTER OF CUCMS LIBRARY AND KNOWLEDGE
MANAGEMENT CENTRE
The library is a vital partner in the teaching, learning, research
and community service activities of CUCMS. They provide
access to information resources and assistance of usage and
support to enable their client to develop the skills needs.
Library objective is to provide the best possible library service
and to be responsive, innovative and professional in

everything.

1.1.11 ORGANIZATION CHART OF CUCMS LIBRARY AND
KNOWLEDGE MANAGEMENT CENTRE

ORGANIZATIONAL CHART
LIBRARY & KNOWLEDGE MANAGEMENT CENTRE

Figure 1.8: CUCMS Library Organization chart
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2.1 COLLECTION OF CUCMS LIBRARY AND KNOWLEDGE
MANAGEMENT CENTRE

CUCMS Library and Knowledge Management Centre provide
the collection to support and serve study, teaching, learning
and research, recreational and other needs of the library users.
Table 1 showed several collections that available at CUCMS
Library and Knowledge Management Centre.

Table 1.2: CUCMS Library and Knowledge Management

Centre Collections.
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CUCMS Library Collection Description
Open Collection

For all open collection materials that

1 have in CUCMS library are arranged
g according to the National Library of
Medical (NLM) and Library of
Congress Subject Headings (LCSH).
For the Main Campus CUCMS
Library have sufficient number of
open collection book can be borrowed

for a period of two weeks.

Red-spot Collection

Red-Spot collection or other named
can be called Reserve Collection. It is
marked with Red-Dot. This collection
of basic reading materials and
textbooks that have been

recommended by faculty staff for

various courses. Users allowed to

> borrow only one (1) Red-Spot item at
Figure 2.2 : Red- Spot

) the time for a maximum time for two
Collection

(2) hours.
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Figure 2.3 : Reference
Collection

All Reference

Reference Collection

materials in the
CUCMS Library marked with “REF”
are not be taken out from the library.
It is because Reference materials are
used for quickly answer by reference
librarian and also some of the
materials very expensive. Amongst
includes dictionaries, encyclopaedia,

handbooks,
bibliographic, textbooks and others.

guidebooks,

This collection can be borrowed only

for one (1) day.

i 1.. ScienceDirect | Scopus

BM ) Best Practice

BM]!Journals

-
EBSCOhost

ACCESS»

Figure 2.4: Online
Resources that was subscribe

Online Resources

CUCMS Library and Knowledge
Management Centre subscribe a good
number of online resource that is
mostly in electronic format for fulfil
the teaching, learning and research
needs of CUCMS. Students will be
registered for free in order to
accessing the full text titles either
available in the web or on the CUCMS
campus. The online resources that
subscribed is:

e Anatomy TV

e Access Medicine

e Access Surgery

e BMJ Best Practice

e BMJ Journals

e BMJ OnExamination

e Ebrary

e EBSCO

e Science Direct

Nurturing the Passion to Care
T
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e Scopus
This database can be accessed through
MY Athens or CUCMS library address

for getting the resources.

Figure 2.5 : Magazine and
Newspaper collection

Magazine and Newspaper Collection

CUCMS Library and Knowledge
Management Centre also subscribe to
printed periodicals, Journals,
magazine and newspapers. Printed
journals, magazine and newspapers

only can be read in the library. The

magazine that CUCMS Library
subscribe is:
e Men Health

e Reader’s Guide

e Solusi
e PA&MA
e Impiana

e  Women Health
e Keluarga
e Time

e Rasa

Nurturing the Passion to Care
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Figure 2.6: Audio-visual
collection

Audio-visual Collection

CUCMS store Audio-visual collection

that support the learning and teaching
in the form of CD ROMs, audio and

j videos. The aims of CUCMS Library

il o have these collection because to

deliver materials in electronic form to
computer screen of the users. This
provide attraction to user in learning
and teaching process. One of the
example of Audio visual collection is
Linguaphone. It is use for English

language learning.

Figure 2.7: Thesis and
Dissertation collection

Thesis and Dissertation Collection

CUCMS  Library  thesis and
dissertation collection consist of the
Diploma, Undergraduate (Degree)
and higher degree research thesis
(Doctorate and Master by Research)
from CUCMS students. Thesis
collection are placed in Thesis Room
at level 2. Users are not allowed to

loan thesis.

Nurturing the Passion to Care
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Special Collection

The special collection that have been
include in CUCMS Library and
Knowledge Management Centre is
Tan St Dato’ Dr. R. Palan special
collection. The total number of
collection are 1000 books. The subject
that cover the collection is human

resource, leadership, management,

| training and other. This collection can
! be read in the library only at reading

Figure 2.8: Tan Sri Dato’ Dr | area.
R. Palan

2.2 SERVICES AT CUCMS LIBRARY AND KNOWLEDGE
MANAGEMENT CENTRE

In achieving vision and mission, CUCMS Library provided resources,
activities, programs and other services to enable user in fulfil their
information needs. Most of the services provided is similar to other academic

library.

Table 1.3 showed the services provided at CUCMS Library.
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CUCMS Library Service

Description

Figure 2.9: Reference Desk

Reference Services

CUCMS Library provides

Reference Services which
handled by professional
librarian. This including
about  user  education,
document  supply and
databases. The Librarian
will be handle is Mrs Hawa

Naimah Kamarudin.

Figure 2.10: Circulation counter

Circulation Services

In CUCMS Library, the

Circulation counter manned
by professional librarian.
All librarian responsible in
manning the circulation
counter for handling user in
borrowing and returning,
renewal and others

transaction.

Figure 2.11: Information Literacy

Information Literacy

Information Literacy
program or also known as
Information  Skills Class
provided by CUCMS
Library and Knowledge
Management Centre is to
give guidance to the user.
The most important is for
new in identifying the real
information they are
needed. This service is open
for students and staff
(academic and non-

academic). Through this
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program, user are taught on
how to get accurate
information  from  the
reliable sources. This class
aims to train user to be
effective information
seekers.

Inter-Library Loan (ILL)

Service

CUCMS  Library and

Knowledge = Management

1

\

Interl brary/ Centre provided ILL service

HotaEy |
* ann that allows user access to

materials which not held in

Figure 2.12: Inter-library Loan the library. It is to supports

(L the scholarly research and
curriculum needs of current
CUCMS academic staff and

students.

Library Visit and Tour

CUCMS Library also provided
the service for user discover more
about library collection, service

and facilities on a visit and tour of

library area. For library tour, it is

include the briefing from library

staff about the library overview.

Figure 2.13: Library Visit and

Library visit and tour will take
approximately 30 minute and
advance booking are
recommended. It will be handled
by all library staff. Other than
that, the visit also comes from

school or other university.
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2.3 FACILITIES OF CUCMS LIBRARY AND KNOWLEDGE
MANAGEMENT CENTRE

The facilities of the CUCMS Library and Knowledge
Management Centre are intended to support the learning,
instruction, research, study need and teaching of the
University community (student and staff). It is because to
preserve and protect the collection, facilities for future users.
The table 1.4 below shows the facilities in CUCMS Library

and Knowledge Management Centre.

Reading Area

The CUCMS Library also
provides spacious reading area
to it users. CUCMS Library has
500 seating capacity for reading
area include seating at the stair

arca.

OPAC Station
There are 3 OPAC station in
CUCMS Library. The CUCMS
Library and Knowledge

Management Centre is using

VIRTUA, an integrated library
Figure 2.15: OPAC station management system provided

by VTLS. It is a web-based
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library system which records all
title in the library. User also can
use Web OPAC to search,
browse, renew and reserve
library materials. All
information and online
collection are easily accessed
and effectively distributed to

student and lectures.

Thesis and Dissertation Room

There is one thesis and
dissertation room in CUCMS
Main Campus Library that can
be used during library opening
hours. User need to booked and

fill up the Reservation Form.

V. After that, submit the form to the
Figure 2.16: Thesis and Dissertation room
Circulation Counter. The thesis

collection only can be used in

the thesis room.

Wi-Fi
CUCMS Library also provided
free wireless Internet access.

User can obtain username and

password from the library. This

facilities can attract user for stay

Figure 2.17: Wi-Fi
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up in the library during opening

hours.

Discussion Room

There are six (6) discussion
rooms available in the library.
User need to booked the room
by fill up the Room Reservation
Form and submit to the

Circulation Counter. This room

also used for lecture class.

Figure 2.18: Dissuasion room
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2.4 UNIT IN CUCMS LIBRARY AND KNOWLEDGE MANAGEMENT
CENTRE
CUCMS Library and Knowledge Management Centre have
five (5) unit that responsible in providing service and
collection to users. It include Acquisition unit, Cataloguing

unit, Reference unit, Circulation unit and Automation unit.

2.5 FUNCTION OF UNIT IN CUCMS LIBRARY AND KNOWLEDGE
MANAGEMENT CENTRE

During industry training period, the trainee has been explained
about function of every unit in detail by librarians. Each of
librarian in CUCMS Library held each of unit. Mr Azhar
(Manager) also further briefed about function of every unit.

The description below are based on function of unit available

in CUCMS Library and Knowledge Management Centre.

Table 1.5 shown the function of units in CUCMS Library and

Knowledge Management Centre.
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Circulation Unit

The Circulation Unit also known as User Service of a Library. Usually this unit near the
main entrance of a library. Play an important role for libary activities by providing its
apecelize services and facilities to users. The service provided such as borrowing and
returning, renewal, reservation and others. Payment of fines also handled at the
Circulation Counter. Circulation librarian also may provide basic search and reference
services. The librarian handle this unit is Mr Ahmad Azim Pikeri.

Cataloguing Unit

‘The Cataloguing Unit also known as Technical Services is to provide effective
‘bibilographic control to the library collection by the cataloguing and processing of
'materials and the development and maintenance of the library bibilographic database of
cataloguing material. This unit also responsible to organize, describe and provide
effective and accurate tools that assist users in locating information resources. The
librarian that resposible in this unit is Mrs Noraida Zakaria.

Acquisition Unit

|
The Acquisition Unit also known as Collection Developmet Unit is coordinate and

facilities the selection, purchase, gift and exchange arrangement and preservation of
library materials in any format. In addition, Acquistion Unit provide access to
information needed to support the education and research mission of the CUCMS. The
librarian that handle at this unit is Mrs Ainul Akmal Marzuki. ’

Reference Unit

The Reference Unit is to met the information need of library users accurately, effectively
and pleasantly. Then, it is also to provide instruction for user become independent in
their use of library resource. The librarian that handle this unit is Mrs Hawa Naimah
Kamarudin.

Automation Unit

The Automation Unit handle the introduction and operation of computer and related
technologies in the library units, providing support for automated library tehcnology,
training personnel and overseeing databases. The system that use is Virtua LMS. The
librarian that handle in this unit is Mr Khairul Anuar Zulkifli
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3.1 TRAINING ACTIVITIES

On the first day of the practical training, the trainee is
welcomed by the CUCMS Library Manager, Mr Azhar and his
team. During the session, the manager brief the background of
CUCMS Library and the schedule that cover all units for 5

month practical session.

1) General

The trainee were assign to familiar with the library from | until
3 August 2018 to learn all about library services at CUCMS
Library. This includes library services, unit’s roles and
function and other related task. Library briefed by Mr Azhar
and other librarians includes about practical training objective
to guide and familiarize practical student with working life
situation. Mr Azhar further briefed about library system which

is Virtua LMS.

TASK DONE BY THE TRAINESS

Created 2 Library Digital Guide using Powtoon application
and published in YouTube.

During this week, the trainees have created CUCMS Library
guide from PDF to digital video which are easily access by
CUCMS Library users. This to ensure their users understand

and utilize all the services that provided to meet their needs.

CYBERJAYA UNIVERSITY COLLEGE

of MEDICAL SCIENCES
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LIBRARY GUIDE
2 CBERAYA NVERST COLECE

CYBERJAYA UNIVERSITY COLLEGE

PR RY Bndyoee

UCMS LIBRARY GUIDE CUCMS LIBRARY GUIDE

Figure 3.1: Library Digital Guide

2) Acquisition Unit
The first unit in CUCMS Library is acquisition unit which the
trainee assign from 6 — 21 August 2018. This unit was
supervise by Mrs Ainul Akmal Marzuki as an assistant

manager or Acquisition librarian.

Function of Acquisition Unit

Acquisition unit is responsible for selecting and acquiring
reading materials printed and non-printed material and quality
suitable for a library. It also serves to facilitate access to all
forms of information in all environments except the magazine
to meet the needs of library users effectively. Proposal and
application of the academic staff of CUCMS directed to this
part of the purchase process. The library has also received
many donations of library materials from individuals and

institutions.
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FUNCTION:

1.Purchase of library materials, including printed materials such
as books, thesis, pamphlet and non-print materials such as
CD-ROMs, tapes, videos and other

2.Processing the material before it is sent to the Development
Division of Bibliographic and Technical Processing

3.Handle gift book and a book exchange library with external

agencies

TASK DONE BY THE TRAINEE

1) Acquisition Module

After Mrs Ainul briefed about Acquisition Unit, the trainee has
taught about the module that used in Acquisition through
Virtua LMS. The module of Acquisition help in acquisition
task day by day that cover for order, invoice and others. Mrs
Ainul has shown how to key in detail in acquisition module.

All the task will be update in Acquisition module.

2) Learn the process of book ordering and payment
The trainee also learnt how to order new book and make
payment for the book. Mrs Ainul teach the process of ordering
book which usually the list of book is from the lectures by
email. The trainee get the chance to process ordering and

buying the books for MQA syllabus.

Page | 36



CYBERJAYA UNIVERSITY COLLEGE

¥ MEDICAL SCIENCES

Nurtunng the Passion to Care

2 intemship presentation (1) REPORT COMPLETE COMBI &) PO#003_JulySigned.pc + v

Purchase/Service Order

[ Vendor Address | Information !
1BS BURL SON BHD (Farchnns Ovier ~o CON T v
* 4 Park Purchaswe Requinstion o FK_2018.9°
Nomaiuan 46301 Petafin
PO LR
Your (uotation No [Ty
Vel U3 7987 92K Lae 037980 )
[ theliver fo oo
[TYBERI WY TSIVERSTIY €01 TFGE of N OHE AL S TESEES | [C urvemes o
' .
Pavmen (rrme Wiy

Dl Ehabe
AR L ARMIAL (LIBRARY G

uml Material / Description Quantity | Price/unit (RM) | Net Amount (RM) I
PURCHASE OF LIBRARY MATERIALS FOR BAGHELOR OF

PHYSIOTHERAPHY
Practca’ Ewoence-Based Physothenapy with PAGE BURST Onine
Aiess

ISEN V180 02054501

vrentriipts

Frubther LAV

The apes £@cio Physical Agwits Eudenie Beting
1EBN 978 "45118, 747

Fratomre wwW

Figure 3.2: Purchase of Book Order
¥.pdt + v
i v

R TALENT&1

PR No. : PR_2018_133 PR Date : 06.Aug-2018 Expacied Darerl 1ty

Purpose of Purchase
PURCHASE LIBRARY BOOKS FOR BACHELOR IN PSYCHOLOGY

Category Sub Category  Description Qty Unin Amount Depastment
Theomes of B s - —
Sonis Refeanceoonts Lt L ' WoR e MRI500 CUOKS LR
Theory & Pracice of
ok Reterance books  Counseting § ' MR 8900 MIRE800 CLCIS LiBREE e AT
Psyehotmer a0y -
Bonka Referance Dooks  Crwdren ' MR 10900 MR 10508 CUCMS e = NEY
i A o _— Bachelor
Bann Relersnccoodm  Arscmerd and Testg 1 ViR 9900 MIRS300 CUCHS e acringsh | O
ot ed ) s iznoog
Dragnosic and
tab3dCal MWl - . . s Bacheior n
Bty Reterancepooks  macRMEwu o ETE £=:a ook
Sves
Bty Referance 0ooks Buopsychotogy 10Mhed | vame MIRB00 Cucms i ;‘::.—; Hons
Essenual Evucs for :
[ Relerance books  Paychologram 4 primer M e MURI6T 40 SUCHS s -
for understandng i
Pt Reteranceoooks  EaSCan Methods eI e MOR 15004 CUCMS LIBRAR: —
Eaony Qelerancooooks  Soau Paycology PRI MYR 8773 Cuows !
2 Eamy Gumde tc
Books Refeiancc 0ooks  Research Desgn & 1 WR1% 46 MYR 13548 CUCMS
spss
P
Organcaona .- i
Bty Retemnce vooks 0, i MR 6900 MR 6300 CUCHS ® st
rsach

Total MYR1,159.01

Figure 3.3: Purchase request form

The trainee have done the primary process in Acquisition Unit
after received requested list of book from lecture which are

quotation from three (3) supplier if the title of book are not
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INSERT

available in CUCMS Library.‘ Then trainee have made

comparison price of book from the three (3) suppliers.
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Figure 3.4: Price comparison (Quotation)

3) Renewal Database (BMJ)

Second process that trainee learnt is renewal BMJ database. It
is one of the world's oldest general medical journals.
Originally called the British Medical Journal. Mrs Ainul teach

the process by using TalentOz system which are one of the

module in Acquisition Unit in CUCMS Library.

Purchase Reguyst Form

TALENTAl

e R e A

Porpne of Purchase
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RENE

B R
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Figure 3.5: Renewal BMJ Database
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EVALUATION ABOUT THIS UNIT

Acquisition Unit in CUCMS Library need to use Virtua
module for acquisition during their day to day task. However,
some of task cannot used acquisition module in Virtua by
librarian because the module cannot link with Finance

Department.

SUGGESTION TO THIS UNIT

It is suggested that, the Acquisition  Unit need to have
discussion with related department involve in library
acquisition process to implement the standard or SOP in order

to make the process smooth.

3) Cataloguing Unit
The second unit in CUCMS Library is Development of
Bibliographic and Technical Processing Unit 3 - 28
September 2018. Cataloguing Unit is a cire unit for a library.
It because all the collection in the library need to be catalogue
in the Virtua LMS before being shelving and available to the
users. Mrs Noraida briefed about the Cataloguing Unit at the
CUCMS Library & Knowledge Management Centre. It cover
the responsibility of cataloguing librarian to catalogue
(Original and Copy Catalogue) all new books, thesis and
others. CUCMS Library wused Library of Congress
Classification (LCC) and for general collection and National

Library of Medicine (NLM) for medical collection.
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Function of Cataloguing Unit

Development Unit of Bibliographic and Technical Processing
responsible for providing complete bibliographic records for
materials obtained by CUCMS Library. In addition, the materials to
be processed will be guaranteed quality records of library materials
can be accessed quickly and becomes an effective information

retrieval process to all libraries.

Other duties performed by this section is to provide basic
cataloguing and classification for print and electronic materials,
develop and manage database modules related to reading materials
processing and creating a workforce that is trained in cataloguing

and classification of the material.

TASK DONE BY TRAINEE

Understand Library system (Virtua LMS) and NLM

In order to understand medical collection, the trainee have
done several exercise regarding medical book cataloguing.
Mrs Noraida briefed on how to catalogue books in Virtua
LMS. Basically trainee learnt the NLM Classification through

referring at worldwide source of medical library classification.
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2) Cataloguing books

The trainee learnt how to catalogue books and thesis process
supervise by Mrs Noraida. It is cover the bibliographic record,
accessioning work and other. The trainee was assigned to input
bibliographic record for new book according to NLM
Classification. For copy cataloguing, the trainee was referring
Library of Congress Online Catalogue and others library such
as University Putra Malaysia. CUCMS Library not yet convert

AACR format to RDA format.

Figure 3.6: Catalogue new arrival book
The trainee have checked book in the Virtua LMS to make sure
the book have another copy or not. If no bibliographic record
for the book, the trainee will create new record for library
material. Other than that, the trainee have learnt n\how to add
new book from the same title. It is only different in barcode
number but same book, the trainee search the title than after
open the bibliographic record of book in Virtua, click the
button add item for insert the barcode for another copy of

book, the title of book have two (2) copy.

Nurturing the Passion to Care
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3) Accessioning process
After settled the cataloguing process, the trainee proceed with
accessioning process which are stamp the book with
Cyberjaya University College of Medical Sciences Library
ownership. Second step is prepared call number and print the
barcode. Third step is write accession number in the accession
book. Last step is insert security strip in the book and activate

the RFID tag via the pad staff workstation software.

Figure 3.7: Insert RFID tag and Call Number at the book

4) Re-location books process
The trainee involved in re-location book process from
Putrajaya Resources Centre (PRC). The trainee need to modify
the location status book from Putrajaya Resources Centre.
Estimated 80 books were re-located from Putrajaya Resources

Centre to main library.
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Figure 3.8: Re-locate book process at Putrajaya Resources

Centre

EVALUATION ABOUT THIS UNIT

In the cataloguing process have a lot of procedure to process
before the book can be used by users. In CUCMS Library only
have one librarian that the major task in library is cataloguing
and process the book. It is not adequate to have one librarian

in cataloguing unit.

SUGGESTION TO THIS UNIT

It is suggested the Cataloguing Unit at CUCMS Library &
Knowledge Management Centre need to hired one library
assistant to help librarian in cataloguing unit. In addition, it is
suggested that cataloguing unit need to have more cataloguing
tools such as RDA tools kits, label printer etc. to ensure the

book process is more easy and efficient.
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4) Automation Unit '

D)

The trainee was assigned in Automation Unit from 4 October
— 9 October 2018. The trainee got opportunities to learn about
the daily operation of the CUCMS Library automated system,
workstation and other related system. This unit under
supervise of Automation librarian, Mr Khairul Anwar Zulkifli.
Mr Khairull briefed to the trainee about the Automation unit
at CUCMS Library and Knowledge Management Centre. The
trainee have been explained with the responsible of
automation librarian and the library system used in CUCMS

Library. The system use is Virtua LMS.

Function of Automation Unit

Systems and Information Technology Unit are responsible for
the planning and providing infrastructure and information and
communication technology (ICT), the latest of CUCMS

Library.

TASK DOBE BY THE TRAINEE

Explore Module in Virtua LMS

Mr Khairul briefed about Virtua LMS to trainee in term of
circulation process, acquisition process, cataloguing process,
reporting and others. Then, Mr Khairul further explained about
the component in Virtua LMS such as profiler, Virtua client,
portal and Infostation to the trainee for learning process. The

figure 3.9 showed the Virtua Profiler that have in Virtua LMS.

Nurturing the Passion to Care

Page | 44



The trainee have learnt to use basic Virtua module such as
acquisition module, cataloguing module and circulation
module. The trainee cannot explore Virtua Profiler itself
because if the setting are changing it can affect the library

system data and the library daily process.

il File Edit System Optins H&Ip

Global Settings | OPAC | Cataloging  Circulation | Acquisitions

=] CIRCULATION

# Location + tem

Location + Patron

Location + Patron + ttem
Location Specific Parameters
Patron Types

Schedule Circ Backup Job
System Parameters

Connected to vtis.cybermed.edu.my on VTLS01 (VTLS01)

Figure: 3.9: Virtua Profiler
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Options  Help

Giobal Settings | OPAC | Cataloging Circulation | Acquisitions

= CIRCULATION

= Location + tem
CUCMS BANTING
CUCMS HKL
CUCMS KLANG
CUCMS MAIN LIBRARY
CUCMS MANJUNG
CUCMS PUTRAJAY A
CUCMS SEPANG
CUCMS-FOUNDATION
CUCMS-KAJANG
CUCMS-TERENDAK
Location + Patron
Location + Patron + tem
Location Specific Parameters
Patron Types
Schedule Circ Backup Job
System Parameters

HEHHBEHEEEH

HEEEHEBE

Connected to vtis.cybermed.edu.my on VTLS01 (VTLSO1

)

Edit System Options Help

Global Settings OPAC ]Cataloging Circulation | Acquisitions

B OPAC
Client Keyword Search Fitters
- Client Views
‘- OPAC Basic Options

Figure 3.11: OPAC Module in Virtua Profiler
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=l CATALOGING
i Additional Access Points
Arabic Stopwords
Authority Messages
Call Number Parameters
;- Cataloging Basic Options
- Collection Code Definitions
#]- Collection Code Groups
- ltem Barcode Validation
;- Keyword Indexing Catalog
Multiple Subject Headings
i Non-Parameterized Shelf Locations
i~ Patron Cataloging Options
i~ Patron Editor Language Codes
- Preservation and Conservation Codes (PAC)
Record States
Record Validatien Rules
Stopwords
i~ Subject Headings
- Tags Indexed for UDC Search

Toamm lmdncnd $mr llnme NMafimad Cameab

| Connected to vtls.cybermed.edu.my on VTLS01 (VTLSO01)

Figure 3.12: Cataloguing Module in Virtua Profiler

Edit System Options Help

Global Settings ]opAc | Cataloging | Circulation | Acquisitions

= SYSTEM

: Check-in Location Default
Connection History
Currencies

Email

Language Codes

LC Country Configuration
LDAP Options

Library Members
Location List Sorting
Location Names

Log-in Location Default
Override User-Level Location
Password Management
Patron NCOA Updates
Permissions Default
Postal Codes

-- Status Displays

5 User List

ﬁ User Profiles

Connected to vtls.cybermed.edu.my on VTLS01 (VTLS01)

Figure 3.13: System Module in Virtua Profiler
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Global Settings | OPAC | Cataloging | Circulation Acauisitions

=l ACQUISITIONS
Acquisitions Addresses
- Basic Options
Condition Codes
- Edifact Note Codes
Enriched Data Fields
- Fiscal Year
- Invoice Header Fees
Invoice Line tem Display
Invoice Line tem Fees
- Payment Methods
Purchase Order Prefixes
Purchase Regquest Categories
Purchase Request Groups
Reader Suggestion Status
- SAP Codes
- Schedule Auto Claim
Ship To Address
Shipping Methods
Source Of Selection

M Chabiiman

Connected to vtis.cybermed.edu.my on VTLS01 (VTLS01)

Figure 3.14: Acquisition Module in Virtua Profiler

EVALUATION ABOUT THIS UNIT

The automated system is important for library activity, without
system the library transaction will be slow or delayed. The
knowledge about system must be known and practice to all
librarian. From that, the process that related to the Vitua LMS
are organize by Mr Khairul and invite professional person to

give training to all librarian..

SUGGESTION TO THIS UNIT

It is suggested that Automation unit need to involve more
training related to Virtua LMS. Organization need to conduct
training related to system used in library system process to

improve the skill and knowledge among the staff.
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5) Reference Unit
The trainee have assigned in Reference Unit from 10 October
—310ctober 2018. This unit was supervise by Mrs Hawa
Naimah Kamrudin as a Reference librarian guide users to
utilize library collection, how to use Online Public Access
Catalogue (OPAC). MyAthens and others. Mrs Hawa have
briefed about the responsible and job description of Reference
librarian. The trainee get briefing based on policy Reference
unit then follow by Standard Operation Procedure (SOP). In
addition, Mrs Hawa also briefed about the online database that
subscribed by CUCMS Library and guidance on how to use

the database.

Function of Reference Unit

Policy of this department consist of all reference services
activities, guidance and advisory, user education, and
promotion activities and also marketing services to the users
to get materials, information and reference sources besides
processing of materials. All books placed at the department
such reference books that cost RM1,500 above, book that
comes with compact disc, Government yearly report and

books that suggest by the lecturer.

This department will improve their services by support the
charter. Information Service Unit Reference and information

services are provided by all the libraries in the system.
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Inquiries may be made in person, over the telephone, by fax,
and through email. The library also maintains Reference
Desks manned by competent staff to assist users with their
information needs at every level of the library. Students and

staffs will be taught search strategies in information retrieval.

TASK DONE BY THE TRAINEE

1) MyAthens Database
Mrs Hawa have briefed and teach about MyAthens to the
trainee. MyAthens is a username and password system which
access to web-based subscription service. MyAthens also
provide user with access to resources which CUCMS
subscribed. The trainee have the opportunity to teach users to

use MyAtens service effectively during Information Skill

Class.

Figure 3.15: Information Skill Class at CUCMS and RC
Sepang.

2)Mendeley Class
The trainee have joint Mendeley Class that conducted by Mrs

Hawa on how to use Mendeley for their research. Medeley is
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free academic softwe}re which is available across a number of
different platform. Thus, it is organizing user’s references by
allowing users to create a personal library of research
reference document in Mendeley. The trainee also guide users

in registration process and demonstration in the class.

Figure 3.16: Mendeley Class

3) Information Skill Class

During the industrial training, the trainee have requested to
Jjoin and help in Information Skills Class for lectures and staff.
Mrs Hawa tought about library, online database subscribed by
CUCMS Library, MyAthens and OPAC. The class was held at
CUCMS Main Campus and CUCMS Resouces Centre. Mrs
Hawa also brife to new intake students overview about library
and library services.

In addition, the trainee also involve in Turnitin Class for
lectures which Mrs Hawa invite external speakers to explain
and teach lectures in CUCMS to use Turnitin software. This
class is important to give exposer to the lectures to use

effective way to detect palagarism amoung students.
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Figure 3.17: Information Skills Class

EVALUATION ABOUT THE UNIT

The training or class that given to the user really help the
trainee expose more about reference service and role of
reference librarian. The trainee also gain experiences in help

users to fulfil their needs in the reference unit.

SUGGESTION ABOUT THIS UNIT

It is suggested that, to digitize all the reference materials so it

can be easily access by the library users.

Nurturing the Passion to Care
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6) Circulation Unit
The last two (2) months, the trainee was assigned in
Circulation Unit from 1 November — 12 December 2018. This
unit is under supervise of Circulation librarian, Mr Ahmad
Azim Pikeri. This unit basically manage user’s activities and
be the front line of CUCMS Library and Knowledge
Management Centre. The briefed explained by Mr Azim about
the library Circulation unit. Mr Azim also further briefed to
trainee about library system whixh is VTLS Virtua LMS for
Circulation process. The follow by briefed about the rules in
the library, type of collection, producers of borrowing,

returning, fines and others.

Function of Circulation Unit

Customer Service and Collections Management department
often call “the heart of the library” and have long assumed a
vital role in library services. Another important function this
department is to mediate the library with customers and

bonding close relationships with the customers™ library.

Customers should expect excellent service from the library.
Excellent service provided by front-line staff should enhance
library image, in line with CUCMS mission, "to support the
curriculum, research and general information needs of  the

CUCMS community”.

Nurturing the Passion to Care
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TASK DONE BY THE TRAINEE

Manning at Circulation Counter

The trainee learnt how to manning the Circulation counter for
circulation transaction such as loan, renewal, fines payment
and register new students in library system. Other than that,
the trainee experiences for answers some question or inquires

by user about library collection and services.

The figure of Circulation transaction the trainee learnt at the
counter:

The trainee “check out” the library material for user such as
books. It is means user want to borrow library material. The
trainee key in the student or staff matric number and scan the
book barcode for user to borrow the material. Then, the trainee
need to “off” the security RFID at the library material through

3M tool.

couts ]awon Limits |

il 1D Number:

000407140049 R Information
{Patron Type:  Student e —
Address: 40 JALAN SUASANA 3/1C, BANDAR TUN HUSSEIN ONN, ; :
43200 CHERAS, DARUL EHSAN = Requested: 0
E-Mail: 07@gmai.com Overdue: 0
Note: 013-2916860 Billed: 0
AtemafciD: (000907190043 Last Item: BOOK / MONOGRAP
Card Expires: 211703300953 - Category Limit: ~ 2/3
Check-out Type
® Regular " Fixed Time
© Inhouse  SelectedTime: | 417:247M— Date:  [12/28/2015 -]
Item Barcode | Title | Due Date/Time [ Type ]
0007737 Polycystic Ovary Syndrome/ Eisheikh, Mo... 1/11/20196:30:00PM  Regular
™ Print Rectipts Item Barcode: . - W

Group Receipt Items By
o~

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

Figure 3.18: Check-out process use Virtua LMS
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— Sometime the user does not bring their matrix card, the trainee
will key in the IC or Passport number to open the user account.
The trainee will select at alternate for key in the number.

— The trainee “check in” the library material after they returned
the books. It is means user want to return the book. The trainee
need to scan the barcode at the book and make sure the book
is not overdue or late renewal. Then, the trainee need to “on”
the security RFID at the library book through 3M tool.

— If it is overdue or late renewal, the user need to pay the “fine”
regarding how many days it’s overdue. One day overdue need
to pay RM0.30 for open shelve book.

— Then the trainee experience on how to “renewal” the books
from the users. For this service, user can call library counter,

email or walk in to the library for renewal process.

| Requestedby:

Route to:
Lne  Item Barcode Due Date/Tme Fine New Status 1
1 0007737 1/11/2019.6:30:00 PM Available
Item Barcode: - —
[7 o t
M| 7 Delete next request
i i

Figure 3.19: Check-in process use Virtua LMS
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| Card Format | MARC Format | Activity Account
Total Payable: 4.20RM

| Summary |Late Renewal |

EDICAL SCIENCES

I™ Print Receipt

Figure 3.20: Late renewal book.

W Account Payment for:17098301 ? &

Pay for
(* Account (~ Category -

Payment Method: { :_J
Pay

& Full amount

(" Partial amount: ’ :00RM

Amount tendered: { .00RM

[ Print Receipt

OK Cancel

Figure 3.21: Fine payment

2) Shelving and Shelf Reading
The trainee experienced the process of re-shelving and
unboxing all the library materials. The main campus was
moved to new building, this involved the library too. The
trainee have spent an hour every day for shelving the book in
the boxes. Total of collection in CUCMS Library more than

3000 book includes thesis and special collection.
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Figure 3.22: Shelving and shelve reading

3) Registration Library membership

During training at Circulation unit, the trainee have involved
in new intake student registration. The trainee help at the
library counter to collect the library membership form from
student.

After collect the form, the trainee key in the new student intake
information details in Virtua LMS to ensure students can
borrow library materials. The library membership form was

attached in Appendix.
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Figure 3.23: Join new intake student’s programme

4) Library signage
In Circulation unit, the trainee have made the new signage for
the library new shelves. For the signage, CUCMS Library used
Library of Congress Classification (LCC) for general
collection and National Library Medical (NLM) Classification
for medical collection. The trainee have pasted all the signage
at the shelves. The important of library signage by the trainee
is to make sure user can easily find the library materials

effectively.

Figure 3.24: New signage at shelves
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EVALUATION ABOUT THIS UNIT

CUCMS Library have good management for Circulation unit.
The person in charge at Circulation counter will be change at
specific time according to shift. Professional librarian handle
at Circulation counter to fulfil the user needs. CUCMS Library
have schedule that will be change every month. The schedule

was prepared by Circulation librarian, Mr Azim.

SUGGESTION TO THIS UNIT

It is suggested that, Circulation unit required library assistance
to manning the Circulation counter, shelving and help

librarians regarding day to day service at the library.
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3.2 SPECIAL PROJECT

3.2.1 CUCMS 9™ CONVOCATION AND SPECIAL CONVOCATION
The trainee have joined Cyberjaya University College of
Medical Sciences (CUCMS) 9™ Convocation. The
convocation was held at CUCMS Grand Hall new campus.
The trainee was assigned as Publication and Speeches
Committee for CUCMS 9" Convocation there are many
process that need to assigned under publication and speeches
committee such as the trainee have to do the speeches for
Dato’ President of CUCMS during CUCMS 9" Convocation
and Special Convocation for Tan Sri Rafidah Aziz (Honorary
Doctorate). The trainee also assigned to do the massage for
Dato’ President inside the book of CUCMS 9™ Convocation

and CUCMS Special Convocation
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GRAND HALL
CYBERJAYA UNIVERSITY COLLEGE

OF MEDICAL SCIENCES

15 & 16 DECEMBER 2018
7 & 8 RABIUL AKHIR 1440H

Figure 3.25: CUCMS 9" Convocation book

Y ]
Tan Sri Rafi |

ia's longest serving
Minister of International
Trade and Industry

Figure 3.26: CUCMS Special Convocation for Tan Sri
Rafidah Aziz

Page | 62




Nurturing the Passion to Care

Before the convocation day, the trainee was assigned to do
additional task. The trainee have to do Accolades for Tun
Datuk Seri Utama Mohd Khalil Bin Yaakob (Governor of
Melaka) and Tan Sri Rafidah Aziz. The accolades to be read
by Prof Dr Lee Wai Chow, Dean Faculty of Business and
Management on the convocation day.

During the day of CUCMS convocation, the trainee involved
in graduand counter for registration. It is for student to get their
guest pass into the hall, coupon and convocation programme
book at the counter. CUCMS convocation held for two (2)
days which have 4 session. In addition, the trainee also
assigned to check the programme books for VIP and special

guests at the grand hall with Mr Azhar.

Message by the President

2% etk i
% "J i et
Assalamaataiioum Warahmatuliahi Wabarakatub and Salam Sejahtera,

1fee] privileged that this is the inaugural occasion that Cytieri;
tge of Medical Sciences (CUCMS) is able 10 host the Ha
sophy (PED) in Bustness Administration, 1am also ¢
able to host this esteemed event
g 1all in its achievements, stability
that is fully focused 19 serve
B bealth industries

578 Univergay
0Ly Dovagy
ruly honoupsg
N oUr new campus, s
and prestige as g Uveriiry
the nation’s needs, education and

Henge, in this special occasion, the Honorary Docor of Philosopty
(PRD). CLICMS s proud fo award 1o an individual whi s very
well known in the economic development of the OuRtry, s ’
Berbahagia Tan Sri Rafidah Aziz. e

B s with this award that we congratulate and CXPres
deep appreciation 1o all her contributions, dedications angt
invalusble services rendered fo the COUNTY'S coonomic
Tu‘k’pmuu particularly in the International Trade industry
- mmcr 1987 to 2008, The eflores Pul in s a stimulus for mape

Pired Malaysians 1o emufate the Successes achieved by
Yang Berhahagia Tan Spi Rafidah Aziz

'::; i}:n&; 10 all who were invalved in making this svent s
Your energy snd Aedicution are most valned.

Thank you.

YBhg. Prof Dato’ Dr. Mohamad Abd Rezak
President
Cyberjaya University College uf Medical Sciences

Figure 3.27: Massage by President of CUCMS inside of Special Convocation Book
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ACCOLADES FOR YANG BERBAHAGIA TAN SRI RAFIDAH AZIZ Yang Berbahagia Professor Data’ Dr. Mohamad Abd Razak,
CONFERMENT OF HONORARY DOCTOR OF PHILOSOPHY Prestdent,

i t5 B b ¢ Jason) Cyberjaya University College of Medical Sciences (CUCMS).

Board of Governors and University Senate,

Cyberjaya University College of Medical Sciences (CUCMS).

Good morning and sglam sejahtera.
Tan Sri-Tan Sri. Puan Sri-Puan Sri.

DataDate’. Dasin:Datin
Honoured Guests,

Yang Berbahagia Tan Sri Datin Paduka Sri Rafidah binti Aziz.

Yang Berbahagia Tan Sri Dato’ Dr. R. Palan,
Pro Chancellor. Ladies and gentlemen.
Cyberjaya University College of Medical Sciences (CUCMS)

1 am honoured and proud that we are here today to witness a
Yang Berbahagia Tan Sri Datuk Dr. Ridzwan bin Abu Bakar,
Chairman of the University Board of Governors.

Cyberjaya University College of Medical Sciences (CUCMS)

momentous event that is the conferment of Honorary Doctor of

Philosophy (PhD) in Busi Administration. This award is the

highest regard by the University towards individuals who have |

Figure 3.28: Accolades for Tan Sri Rafidah Aziz

ACCOLADES FOR HIS EXCELLENCY TUN DATUK SERI UTAMA Yang Berbahagia Tan Sri Dato’ Dr. R. Palan,
MOHD KHALIL BIN YAAKOB Pro-Chinicallon
GOVERNOR OF MELAKA

Cyberjaya University College of Medical Sciences (CUCMS).
CUCMS 974 CONVOCATION

(Ucap lgsa - to be read by Prof. Jason,
i ) Yang Berbahagia Tan Sri Datuk Dr. Ridzwan Abu Bakar.

Chairman of the University Board of Governors,

Good morning and salam sejaltera. Cyberjaya University College of Medical Sciences (CUCMS),

His Excellency. Yang Berbahagia Professor Dato’' Dr. Mohamad Abd Razak.

Tun Datuk Seri Utama Dr. Mohd Khalil Bin Yaakob, Eresident,

Governor of Melaka

Cyberjaya University College of Medical Sciences (CUCMS).

Yang Berhormat Datuk Wira Omar Jaafar
Yang Amat Berbahagia Speaker DUN Melaka
Orang Kaya Bendahara Seri Maharaja General Dato’ Seri Diraja
Tan Sri (Dr) Mohd Zahidi Bin Hj. Zainuddin

Board of Governors and University Senate,
Cvberjaya University College of Medical Sciences (CUCMS).
Chancellor of Asia Metropolitan University (AMU)

Tan Sri-Tan Sri, Puan Sri-Puan Sri

Dato™Dato’. Dasin-Datin.

Figure 3.29: Accolades for Tun Datuk Seri Utama Mohd

Khalil Bin Yaakob (Governor of Melaka)
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Figure 3.31: Duty at the registration counter
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Figure 3.32: Graduand Committees

IMPACT TO TRAINEE

The trainee have learnt how to deal with student and parent
during the CUCMS 9" Convocation. The way how the trainee
communicate with student for students to get their
confirmation attend the convocation. The trainee learnt how to

solved and deal with the situation.

3.2.2 INDUCTION CLASS FOR NEW STAFF

The trainee have discussed with Mr Azhar about special
project that trainee planned but because of some issues that
cannot be solved, Mr Azhar suggested the trainee to handle
induction class for new staff on 12 December 2018
(Wednesday).

During the class, the trainee briefed about CUCMS library
overview and services that CUCMS library provide to the

users. Mrs Hawa help the trainee during the induction class by

Nurturing the Passion to Care
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distributed the MyAthens brochure and library membership

form to the new staffs.

IMPACT TO TRAINEE

The trainee know about MyAthens that use in CUCMS Library
and Knowledge Management Centre as a platform for user to
access the online database subscribed by CUCMS. The trainee
able to explained and hand on during the induction class.

The trainee learnt how to promote library services to the users.

This is important to increase the library service statistic.
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INDUSTRIAL TRAINING
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4.1. APPLICATION OF KNOWLEDGE, SKILLS, AND EXPERIENCE IN
UNDERTAKING THE TASK (KNOWLEDGE GAINED) '

After completing five months of industrial training at CUCMS
Library and Knowledge Management Centre the trainee has
learned a lot of things; Since the first day, the librarian has
prepared the scheduled for each department that complete for
5 month to ensure that the trainee go and learn to each
department. It is important in order get experience and
acquires new knowledge. Before trainee started to participate
for each department, the staff responsible will give brief
explanations regarding the flow of the works of each
department, the functions, and the division of each
department. Industrial training is the platform for students in
order to discover new skills to apply in the real work situation.
There are a lot skill that I can obtain including the skill of
communication, deals with users, librarian, staff and the way

to handle the works that have given.

The most meaningful experience, when writer at Cataloguing
Unit. This is the first experiences to learned catalogue and
book process. It involves a lot of things and need patience in
order to complete the works. Writer feel lucky to do practical
training at CUCMS Library because writer can learn to
catalogue new thesis and new books. Moreover, the trainee
gained the knowledge in using National Library of Medical
(NLM) Classification as system used for catalogue the books.
It is a new knowledge for trainee during industrial training.

The tag used when catalogue the material is similar like the

Page | 69



trainee learnt in class but only the NLM Classification
categories are different. The theory learnt in class have applied
during industrial training. The trainee have learnt to catalogue
the material using MARC 21 for input cataloguing data into
Virtua LMS. The trainee have input bibliographic information
of books and thesis. It is feel so excited and fun during done
the task. This is the experience that the trainee get during
catalogue the material in library system. The trainee get to
experience in original cataloguing and copy cataloguing into
CUCMS Library. Hence, all the knowledge and skill have
applied by trainee is gained from the Computerized
Cataloguing (ILM65S5) subject.

In addition, the trainee have gained the knowledge and
experience during preparing library digital guide for
CUCMS Library users. The trainee have applied the
knowledge and skill in editing and making video during the
subject Multimedia (IMS457) for preparing the library digital

guide.

Nurturing the Passion to Care
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The other things that writer have learned in Acquisition
Department, actually there are a lot of things that should be
handled in this department. The process is started in choosing
the vendors in order to purchase the materials or book
collections. Then, trainee should deal with systems in order to
complete the works. CUCMS Library have handled most of
the job on Virtua LMS. Virtua LMS is very useful in order to
key in all the data regarding the library performance. Each
staff here has their own passwords in order to let them do their
jobs. In this department, I have learned and deal with new
terms such as EMC paper and Order Maintenance. There is
some problem at the early in order to remember the term, and
step of each process. The trainee also involves from beginning

process in handling a collection until the end of the process.

After completing at Acquisition Department, the trainee
have participated in cataloguing department. The first things,
in trainee mind are cataloguing is the most challenging
departments. In this department trainee learned to key in the

data in MARC 21 on Virtua system.
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Next, this is a Circulation Unit which the trainee has deal
with CUCMS Library users. It is including the process of
lending, returning books, fines and book loses. The trainee
also learns how to handle the process of clearance for
students that finished their studies. Clearance process is
important for convocation which is students records must be
clean to enable the students to go to convocation ceremony. In
addition, circulation unit not focusing on counter area, but also
have been dealing with the users who want to retrieve the book
collections. Some ofthe users need guidelines in order to know
the place of the books. The trainee have faced many situation
during manning at circulation counter such as book lost. The
antics and communication skill also important during manning
at Circulation counter. From the situation, the trainee also have
applied the knowledge gained from subject Reference and
Information Service (IML455), which is as a librarian, the
trainee need to give service and solve the problem faced by the

users.

The other experience that trainee has is at the Reference Unit.
In this unit, the trainee got some experience in order to handle
Information Skill Class. Actually, this is the first experience
to be an instructor. Writer has been taught students from
various faculty. Writer also has experience to help students
personally about MyAthens in order to retrieve online data
resource. Some of the students are not fully exploring

regarding the services that have provided to them such as

Nurturing the Passion to Care
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MyAthens, WEBOPAC and so on. This entire thing will gi\'/e
an opportunity to students to retrieve information regarding

their research and studies.

Next, the trainee also able to learn on how to do Backup
Server and also to update the library system using Virtua
Profiler. There are only one staff who are expert will manage
this department.

Lastly, writer can conclude that during the practical training,
writer have learned a lot of things and can gain knowledge.
Actually, there are different when handling and works in the
library environment. Before practical, writer only knows
regarding the terms of cataloguing, acquisition and so on
through the class, but now have a bit experience in managing
the works. I think it is a good platform to me to explore in the

reality of work environment.
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4.2 PERSONAL THOUGHTS AND OPINION

During the practical training at CUCMS Library and
Knowledge Management Centre, the trainee can saw that all
the staff treats the practical students like their own family and
willing to share their experience and knowledge to practical
students. They also not mind to help and teach the practical

students.

During the first month practical in CUCMS, the library is not
ready yet because of some issue. The trainee cannot
experience any library services almost two (2) months but the
trainee learnt the library process such as book purchasing,

receiving book, cataloguing and Virtua Profiler.

The task given to the trainee are manageable but the special
project was quite hard because it was last minute due to some
issue. The special project that the trainee planned was not
approved. However the trainee manage to complete the task.
In addition, the trainee was provided with a desktop by the IT
Department, however, the desktop that I received was slow
and it was hard to manage the desktop. It also prevents me to
work on task efficiently. The desktop contain virus which
damage all the files inside it. The trainee continue to use own

laptop to do the work.
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4.3 LESSON LEARNT
Challenges and hardship become the teacher on its own. While
undergoing industrial training at CPS, disciplines are the
hardest criteria to be followed. With this experience, many
things are learned that brought to self-improvement and self-

management.

A skill that is learned and experienced during the industrial
training is professionalism where never put your emotion
above you. Fortunately, working there did not give me a lot of
stress, even there is, | manage to control it. Smiling is the best
medicine. Emotional control is important so that people would
not be affected by someone’s upsetting. The best way to avoid
emotion disturbance is kept on smiling, think positive and give
suggestion to the supervisors make to look professional.
Respecting others is one of the reflections of professionalism

that in return, others will respect you back.

Moreover, chasing after dateline is common in any working
environment. In the aspect of submission, it is better to submit
the tasks before dateline. As I sometimes tend to do late
minutes work, it is actually quite hard for me to follow the
datelines. From this, I have reflected that I should not work at
the last minute because will reflect my efficiency, fortunately,
I manage to avoid and manage to catch up the dateline during

my industrial training.
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I also learned that one person has to be brave to communicate
in English and do not be afraid if there are grammar mistakes
because as you speak you will learn and be able to fix yourself.
During the past five (5) months there, I was able to arrive on
time to work. Because in the working environment,

punctuality is important and it will reflect us with our work.

4.4 LIMITATIONS AND RECOMMENDATIONS

Regarding to writer experience during the practical training at
CUCMS Library, some improvement can be made according
to trainee views. Such examples are the library. Even though
the library management is more on services, it must be act as
one of the successful libraries to gives the best image for
CUCMS. A lot of improvement to enhance their performance

in terms of the space, staff, complete facilities and others.

Other than that, the most important things are the collection on
the shelf. Trainee notice during the practical, some of the
students cannot get the book that they find. The major problem

is because of the misplaced or that book is not at the right shelf.

Other than that, in terms of promotions, library need to give
extra marketing towards the use of online database and other
facilities that provide by the library. These because writer
notice that most of the students do not used the online database
to search extra information from the online journal. Maybe,
library can suggest to the lecturer to ask their students to use
the online database or gives extra practices regarding to the

library usage. Perhaps, this will encourage their students to
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used library more often and they know what library has
provided for them to enhance their knowledge and become the
literate person. Lastly, CUCMS Library is one of the
organizations that have proved their credibility with the good
performrance and images and support the CUCMS to be the

world class university.
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CONCLUSION
Industrial training is a great opportunity for student to learn
about the organization. Other than that, work experience that
gain by students is relevant to professional development prior
to graduation. Student should note that Industrial Training is
an essential component for apply their knowledge and skills
during training. The time frame of industrial training is five
months and suitable for the trainee to gain skills and adapt
working environment in future. The rainee have finish
conducted industrial training at CUCMS Library and
Knowledge Management Centre during the time given. The
library cover the areas of General and Specialized Medicine,
Pharmacy, Traditional and Complementary Medicine as well
as Allied Health Sciences. There are four unit that responsible
in manning the library in providing a good facilities, services
and collections. During the industrial training, the trainee have
done several task in each of unit such as manning the
Circulation counter, assisting stocking process, cataloguing,
ordering process and others all of the knowledge and skill that
gain by the trainee is very valuable. The best thing is when
the trainee get the opportunity and experience to be part in
CUCMS 9" Convocation and Special Convocation.
Nevertheless, the valuable lesson that got by the trainee also
useful in become a good worker in future. Learn from mistake
and becoming a good person after learnt from the mistake. To
sum up, the industrial training have achieved the objective

because making the trainee feel that true life as a librarian.
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