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ABSTRACT

This paper contains report of activities that have been done by students while doing industrial
training in Perpustakaan Tengku Anis (PTA) for the requirements of Industrial Training Report
(IMC690) from 04 September 2023 until 31 January 2024. This course must be taken by final
year students before their graduating on Bachelor of Information Science (Hons.) Library
Management. This paper covers about background of library, services facilities, security and
organizational structure. Besides, student have added every activity that has been carried out
in every unit such as University Reference Unit or Cataloguing Unit, library services, University
Archives Unit, Corporate and Collaboration Unit, Digital Library and lastly Administration and
Strategic Unit. Then, the paper also added knowledge and skills, personal thoughts and
opinion, lesson learnt, limitations and recommendations when undergoing industrial for 5
months. Last but not least, an appendices and description of the activities has been included
in this paper.

Keyword: Industrial Training, Perpustakaan Tengku Anis (PTA)
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1.0 INTRODUCTION

Industrial training can be defined as a practical field training programme that was
offered by universities to students in order to give them experience and expose them to the
real work environment at organization. Then this training is also one of the requirements that
need to be fulfilled, especially for final-year students at Universiti Teknologi MARA (UiTM)
before they complete their degree, including my programme, which is Bachelor of Information
Science (Hons.) Library Management. In this training, | need to undergo five months, which
consist of 22 weeks, starting from September 4, 2023 to January 31, 2024. Industrial training
is very important to teach students how to develop their skills when working. The organisation
I have chosen to complete my industrial training is Perpustakaan Tengku Anis, UiTM Kelantan
Kampus Machang, located at Bukit Ilmu. In this chapter, there are three sections that covered
the background of the organisation, the background of the library and the organisational

structure.

1.1 Background of the Organization

1.1.1 The History of Perpustakaan Tengku Anis (PTA)

o AN
“a— . :

7 o :
LIS ’ - dra
- 1, - hre
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Figure 1: Building of Perpustakaan Tengku Anis (PTA)

The UiTM Library Machang Campus, Kelantan was established in 1985
at the Kijang Camp temporary campus and has moved to the permanent Bukit
llImu campus since 1996. On July 15, 2008, the UiTM Kelantan Library was
inaugurated by His Majesty the Sultan of Kelantan, Sultan Ismail ibni al-

2
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Marhum Sultan Muhammad IV and was rebranded as the Tengku Anis Library
(PTA) in conjunction with the name of the former King of Kelantan, Tengku Anis
Ibni al-Marhum Tengku Abdul Hamid. The Tengku Anis Library of UiTM
Machang Campus plays a role in supporting all learning, teaching, research
and knowledge development programs by providing a variety of services, a
variety of collections, technology and up-to-date and robust information

sources.

1.1.2 Location of the Library

O
o

0

0
O
O

Figure 2: Location of Perpustakaan Tengku Anis (PTA)

1.1.3 Official Logo of Perpustakaan Tengku Anis (PTA)

WiEIsEiE25) | Perpustakaan
UNIVERSITI | Tengku Anis

> TEKNOLOGI | Cawangan Kelantan
0 MARA Kampus Machang

Figure 3: The Official Logo of Perpustakaan Tengku Anis

The figure 3 show the official logo of Perpustakaan Tengku Anis 9PTA).

The logo consists of four (4) main colours which are:
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Colour Description

Dark Blue The maturity of an institution of higher learning that

offers various levels of study.

Purple Symbolizes global excellence in knowledge.

Yellow Symbolizes the sovereignty of the Malay Rulers and
the Malay struggle to brighten the quality of

education.

White The sacred and purity of knowledge offered to
students.

Table 1: Colour and description of Perpustakaan Tengku Anis (PTA)
logo.

Description of every part in the logo:
1. The diamond shape at the top of the five bookd symbolises the
quality education obtained from studying at University Teknologi
MARA.
2. Five forms that represent elevated books symbolise the varied
areas and levels of study offered: cer t i f i cate Di pl oma,
degr ee, Masterdés Degree and Doctor al
symbolise the five pillars of Islam, which from the thrust of student
development.
3. The image of the books that were placed on a book-rest (rihal) is
the basis of the design of the Universiti Teknologi MARA logo. The
books symbolise the source of knowledge. As an institution of
higher learning, the core of all knowledge, including the field of
science and technology, disseminated to the students is based on
knowledge in the Al-Quran and As-Sunnah.
4. The book rest symbolises the university as the platform to
disseminate knowledge.
5, Two crossal keris symbolise the Mal a
Mal ays6é struggle to uphold the natio
6. Next, the partly polished diamond shape symbolises the role of
Universiti Teknologi MARA in improving the sttaus of Bumiputera to
become a successful community which is conscientious, religious

and dignified.
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7. Lastly, the round shape of the logo symbolises Universiti Tkenologi

MARA as a global, unique and competitive university.

1.1.4 Contact Information of Perpustakaan Tengku Anis (PTA)

NAME Perpustakaan Tengku Anis
ADDRESS Perpustakaan Tengku Anis,
Kampus Machang,
UiTM Cawangan Kelantan,
18500 Machang,
Kelantan Darul Naim,
Malaysia
PHONE 09 976 2343 1 2343
NUMBER
CUSTOMER 09976 2336 | 2337
SERVICE
CONSULTATIO | 09976 2343109 976 2328
N SERVICE
OFFICER IN Muslim Bin Ahmad@Ismail |
CHARGE muslim368@uitm.edu.my
OFFICIAL https://kelantan.library.uitm.edu.my/
WEBSITE

SOCIAL MEDIA

Facebook:

https://www.facebook.com/ptauitmkelantan/

Twitter:
https://twitter.com/ptauitmkelantan
YouTube:

https://www.youtube.com/perpustakaantengkua

nis
Telegram:
https://t.me/Update PTA

Instagram:

https://www.instagram.com/ptauitmkelantan/
Tik Tok:

https://www.tiktok.com/@ ptauitmkelantan

Table 2: Contact Information of Perpustakaan Tengku Anis (PTA)
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1.1.5 Vision, Mission, Philosophy, Objectives and Client Charter

Vision
1 To establish UiTM as a Globally Renowned University of
Science, Technology, Humanities and Entrepreneurship.
Mission
1 To lead the development of agile, professional Bumiputeras
through state-of-the art curricula and impactful research.
Philosophy
1 Every individual has the ability to attain excellence through the

transfer of knowledge and assimilation of moral values so as to
become professional graduates capable of developing

knowledge, self, society and nation.

Objectives

1.

To enhance the knowledge and expertise of Bumiputeras in all
fields of study through professional programmes, research work
and community service based on moral values and professional

ethics.

To empower the delivery of Ui

of information excellence that always remained relevant,
referred and respected.

To serve a comprehensive, up-to-date and relevance
knowledge resources in various physically and virtually format.
To provide a conducive environment and facilities for teaching,
learning and research matters.

To develop latest information technology and communication
facilities based on customer needs.

To strengthen human capital through Budaya PERDANA for
PUITM communities.

To enrich relation and cooperation with external organization in

industrial network.

T M6 s
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Client Charter

As we know, PTAR is committed in providing world-class environment,
services and resources to enhance the study, research and teaching
experiences. The PTAR client charter that committed in providing

world-class services are focused on six (6) main areas which are;

1. To deliver user-friendly services to PTAR users.

2. To provide weekly updates to PTAR users of New Arrival Collections.
3. To provides response within THREE (3) weeks upon date of
application for Inter-Library Loan request.

4. To respond within ONE (1) working day on Information Skill Class.
5. To provide 24/7 up time and access to PTAR Portal and electronic
resources.

6. To provide access within THREE (3) working days upon date of

application for reference archive materials

Opening Hours of the Library

DAYS OPEN CLOSE
Sunday i Wednesday 8.30 AM 4.45 P.M
Thursday 8.30 AM 3.15P.M
Friday, Saturday & CLOSED
Public Holiday

Table 3: Opening hours of Perpustakaan Tengku Anis (PTA)

Organizational Structure

Organizational structure is the method by which work flows through the
organization and allows groups to work together in their individual functions to
manage tasks. It can show the tasks that need to be done by the staff in the
organization.

The Tengku Anis Library (PTA) is led by the Deputy Head Librarian,

Puan Alina Binti Hussin@Hussein and four (4) senior librarians namely Dr
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Muslim Bin Ahmad, Puan Nordelina Binti Zulkarnain, Puan Norfitriah Binti Mat
Seman and Puan Rosmariyati Binti Abd Rahman (PTA Kota Bharu Campus).
There are thirteen (14) senior librarians, two (2) librarians, one (1) senior, one
(1) operations assistant, one (1) senior computer technician and one (1) senior
conservation assistant.

There are four (4) main units in the Tengku Anis Library (PTA), namely
the Library Management Department, University Reference Resources
Department, Library Services Department, and University Archives Department.
Each department will be headed by one (1) Senior Librarian while the University
Archives Department is headed by the Deputy Head Librarian, namely Mrs.
Alina Binti Hussin@Hussein. Diagram 4 and diagram 5 are the organizational
structure of Tengku Anis Library (PTA) for the year 2022/2023.

i) | Perpustakaan
Tengku Anis

VT
UNIVE
T TEKNC

Gl | Cawangan Kelantal
@ MARA | Kampus Machang

PENGURUSAN PERPUSTAKAAN TENGKU ANIS

Puan Alina Bt Hussin Muslim Bin Ahmad, Dr. Puan Nordelina Bt Zulkarnaim Puan Norfitriah Bt Mat Seman Puan Rosmariyati Bt Abd Rahman
Timbalan Ketua Pustak; k Kanan Pustakawan Kanan Pustakawan Kanan Pustakawan Kanan
Kampus Machang Kampus Machang Kampus Machang Kampus Machang Karnpuis Kota Bharu

Figure 4: Library Management of Perpustakaan Tengku Anis (PTA)
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Figure 5: Organizational Structure of Perpustakaan Tengku Anis (PTA)
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Services Available at Perpustakaan Tengku Anis (PTA)
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Table 5: Services Available at Perpustakaan Tengku Anis (PTA)
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Facilities Available at Perpustakaan Tengku Anis (PTA)

Every library provides various services and facilities to its users to support
teaching and learning, especially at Perpustakaan Tengku Anis (PTA). This is
because good services and facilities will satisfy the users, and at the same time,
they can go to the library to find the materials they need. There are several

facilities that were offered by Perpustakaan Tengku Anis, such as:

1. Internet Room (Ixara Room)

The Ixara room, which is the IT room, is a room provided in the Tengku
Anis Library for the convenience of UITMCK students and staff to hold classes
or any program. The IT room must be booked in advance at the main counter.
This room provides facilities for users, namely 1 presentation computer, 28

Participant's computers, and 1 Whiteboard.

Figure 7: Internet Room

2. Internet Zone

The Internet Zone is a room equipped with a reading room, computer
and printing and photocopying services. Printing and photocopying services
are self-service. Users can pay for printing and photocopying at the payment
counter which is the main counter. In addition, users can also use the computer
that has been provided. There are 3 computers that users can use to use their

Grammarly account and there is 1 special computer for thesis research.

12
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Figure 8, 9 & 10: Internet Zone

3. PTA STARCO (Open Reading Areas)

PTA STARCO is an open reading room. Users can use this room to do
tasks, relax and spend time by reading a book. This room is also usually used
for the inauguration of programs and activities at PTA. This is because, this

room is decorated beautifully and attractively.

Figure 11 & 12: PTA Starco

13
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4. KBR Counter

Figure 13 & 14: KBR Counter

This counter is on level 2 which is the upper level. This counter is a
reference counter for students to borrow reference materials, newspapers,

magazines and theses. However, the materials can only be used in the library.

5. Seminar Room (Raflesia Room)

L sukraresa [
|
1 o

i

B
!

Figure 15 & 16: Seminar Room

A seminar room is a meeting room that is usually booked by UiTMCK
staff to hold classes, meetings, discussions or any activity involving many
people. This room must be reserved in advance before use. Reservations can

be made at the main counter.

14
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6. Meeting Room

Figure 17 & 18: Meeting Room

This meeting room is on the top floor. This room is used by PTA staff if
there is any meeting or discussion about the program or any matter that covers
the field of work at PTA.

7. Internet Counter

Figure 19: Internet Counter

The internet counter is a reference counter for students who need help
with computer use, information search, photocopy machine use and other

matters.

15
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8. Customer Service Counter/Main Counter

Figure 20: Customer Service Counter/ Main Counter

The main counter is a counter for borrowing and returning books. This
counter is also an inquiry counter and the counter is guarded by two PTA staff

members.

9. Reference Books Shelf

Reference Book Shelf or Closed Shelf is where reading materials and
references are arranged in alphabetical order and call number. The books on
these shelves cannot be borrowed and the position of these books is on the
top floor or Level 2. Any use of these books is only allowed in the library. If the
user wants to borrow the books for the purpose of photocopying or the like, the
user needs to fill out a loan form at the KBR counter and leave a student card

or identification card as a guarantee.

10. Borrowing Books Shelf

These bookshelves are called open shelves. Reading materials on this
open shelf can be borrowed by users. The reading material on this shelf usually
consists of fiction and non-fiction books. The order of the books is based on
alphabetical order and call number. In addition, each shelf houses reading
materials according to different genres. In addition, every book loan can be
done at the loan counter. The loan period for students is for fourteen (14) days
and for staff is for one (1) month. Every delay in returning books will be fined

as much as RM 0.20 and if the user wants to extend the borrowing period, the

16
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user can make a connection at the library's main counter or through the Library

Mobile Apps.

11. Carrel Desk

Figure 21 & 22: Carrel Desk

Carrel desk is a table for users to use to do tasks privately or need a

private space.

12. Reading Areas

The reading room is a common space for users to do assignments, read

or so on. This space is on the lower and upper levels.

13. Online Public Access Catalogue (OPAC)

[v)
s

Figure 23: Online Public Access Catalogue

An online public access catalog is an online library database that

contains resources such as books, journals, newspapers, and e-books. With

17
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OPAC, users can access any book or e-content from anywhere and at any time.
Users only need to search for terms like book name, title, author name, volume
number, and more. The user merely needs to provide the ID that has been
registered in the OPAC, or they can click on "Continue as a Guest" to access
the OPAC. They can determine the number of copies remaining in the library,
as well as their location and other pertinent information, and then return to the
library to retrieve the book. E-books allow them to continue receiving material

and access it at any time.

14. Lending and Returning Books Counter

All the libraries worldwide have this service, with no exception for
Perpustakaan Tengku Anis (PTA) UiTM Kampus Machang. The services that
were offered were lending and returning books. This service can help users to
borrow and return the book after they use the materials. For this library, there

are procedures of borrowing and returning process.

Loan

1. Loans can only be made with a library membership card.

2. Number of loans and types of materials are subject to membership
category registered by the library member.

3. Materials from bound journal, reference material, free range reading,
thesis collection, Academic Core Collection, 1% copy of book,
conference collection, statue and loose-leaf materials are not for
loan.

4. Renewal of loans can be made by online renewal subject to existing
conditions.

5. A borrower who has overdue items will be barred from borrowing.

Table 6: Lending and Returning Books Counter

18
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15. Discussion Room

Figure 24: Discussion Room

A discussion room is a discussion room that can be used by users.
Users should make reservations at the main counter. However, reservations

can only be registered under the staff's name and number.

16. Printing Machine

The printer or photocopier is in the Internet Zone. Users can use the
machine and the charge for printing or photocopying A4-sized paper is as much
as RM 0.10 per page for non-coloured (black and white) and RM 1.00 per page
for coloured. While for A3 size, the charge is RM 0.20 per sheet for non-
coloured and RM 2.00 per sheet for coloured. However, for the printing or
photocopying of coloured paper, it is only done by the library staff because it

has a password.

16. Grammarly Section

Figure 25: Grammarly Section and Terminal Thesis
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Grammarly section is a column in the Internet Zone. There are two (2)

computers that have Grammarly premium accounts that can be used by users

to make it easier for users to do their tasks.

1.6 Security Features at Perpustakaan Tengku Anis (PTA)

1. RFID Gates

Figure 26: RFID Gates

RFID Gates are entry gates and are one of the security equipment in
PTA. This entry door is a door that can detect any prohibited items or reading
materials that are taken out of the PTA without permission. This is because
each reading material has an RFID strip and the reading material needs to be

scanned to turn off the RFID first.

2. RFID Labels/Strips

RFID Labels or RFID strips are one of the security tools so that reading
materials from the library are not easily stolen. If reading material with an RFID
strip is taken out of the library without permission, the RFID Gates will be able

to detect the book and the detector will sound immediately.
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3. RFID Reader

Figure 27 & 28: RFID Reader

RFID Reader is a security tool in the library. This tool works as an RFID

detection tool in the reading material in the library.

4. Staff Entry with Password

Figure 29: Staff Entry

The staff door is an entry door that needs to be accessed using a set

password. Only staff are allowed to use the door.
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5. Smoke Detector and CCTV

Figure 30 & 31: Smoke Detector

Smoke detector is a fire detection device provided by the library. This
device will work immediately if it can detect a fire.Closed circuit television
(CCTV) is known as video surveillance. Closed circuit means that the cameras
transmit footage to a closed audience, as opposed to regular television, which

broadcasts to the public.

6. Fire Extinguisher

Figure 32: Fire Extinguisher

A fire extinguisher is one of the safety tools. In addition to smoke
detectors, fire extinguishers are also one of the tools associated with fires. Each
room and room have a fire extinguisher for safety measures for the library and

its users.
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7. Locker

Figure 33 & 34: Locker

A locker is a storage place for library user equipment. Users need to
bring valuables with them every time they enter the library. Meanwhile, bags
are not allowed to be brought into the library. This is to prevent theft or loss of
reading material in the library. There are two locations of storage lockers

outside and inside the library.

Library External Membership

1 Terms of Application

Individuals, institutions or corporate organizations who are interested to

be a member of the library are subject to the conditions by the library:

1. Fill in the Customer Data Form (External Membership) and
attach the passport size photograph. Completed form must be
submitted at Customer Service Counter.

2. Online Applications can also be made via PTAR Portal
PTAR https://kelantan.library.uitm.edu.my/digital-

initiative/services/membership/131-external-membership

3. Customers need to provide supporting evidence such as
pension cards, UiTM (Alumni) cards or any copy of end-of-
school authentication documents or their respective staff card.
Membership fee can be made via debit/credit terminal in Library.

5. Payment slip (online payment / money transfer) or payment
receipt from Pejabat Akaun Amanah should be shown to staff at

the customer service counter during registration of membership.
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6. Membership card will be made after payment (7 working days)

Customers will be notified when membership card is completed and

required to collect the card at the Customer Service Counter, PTAR.

1 Scheme Duration

The duration of membership is one year (12 months) from the date of
registration and ends the following year. Notice of renewal will be sent
through e-mail a month before the date of expiry.

f Loan

Loans can only be made with a library membership card.

2. Number of loans and types of materials are subject to membership
category registered by the library member.

3. Materials from bound journal, reference material, free range reading,
thesis collection, Academic Core Collection, 1st copy of book,
conference collection, statute and loose leave material are not for

loan.
4. Renewal of loans can be made by online renewal subject to

conditions.
5. Aborrower who has the overdue items will be barred from borrowing.

9 Online Databases Access

Online databases subscribed by the Library can only be accessed

within the Library premises.
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1 Members Responsibility

Member is responsible for all items borrowed.
Membership card is not transferable.
The card holder shall immediately report the loss of the card to the

Library. Replacement charge for lost card is RM10.00.

i Overdue Fines

1. A member who fails to return borrowed materials within the stated
period must pay a fine of RM0.20 per day until the item is returned.

2. Anyitem that is lost or destroyed must be replaced. A member must
replace the item subject to conditions or pay the cost of replacing
the item.

Library Guides & Regulations

Users are required to display ID cards at all times.

All bags are allowed due to inspection.

Please refer to the zoning system.

No outside food allowed.

Taking out reference materials from library premises without permission is
prohibited.

Misused of library computers are not allowed.

Tearing or damaging of library books is strictly prohibited.

Vandalism of library property is strictly prohibited.

Users are not allowed to remove or change the arrangement of any furniture in

the library.

. Seats in the library may not be reserved since they are limited.
11.
12.
13.
14.
15.

Wearing slippers are not permitted to enter the library.

Helmets & caps are not allowed to be brought and use in the library.
6Dating6 or sitting exclusively wit
prohibited.

Library will not be held responsible for the loss any of any personal belongings

of the users.

Short pants, leggings & sleeveless shirts are strictly prohibited inside the library.
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CHAPTER 2:
ORGANIZATION
INFORMATION
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2.0 ORGANIZATION INFORMATION

2.1 Departmental Structure

The departmental structure is the organizational structure that distinguishes
jobs based on areas of competence. With this structure, the organization may function
effectively with its own tasks and roles. Perpustakaan Tengku Anis (PTA) has a
specific structure that maintains its functionality so that the department or unit Each
department or unit has its own boss, ranging from upper management to lower

management.

2.1.1 Library Management Department

PUSTAKANWAN KANAN [ S44)
MORFITRIAH BT MAT SEMAN

FENGURUSAN PERFUSTAKANN

UNIT PENTADBIRAN &
PERANCANGAN STRATEGIK

UNIT KORPORAT &

KOLABORASI UNIT PERPUSTAKAMN DIGITAL

PEMBANTL PUSTAKAWAN
HANAMN (S22)

PEMBANTU PUSTAKAWAMN JURUTEKNIK KOMPUTER

HANAN (S22} HAMAN (FT22)
IO HD HATRIE RAT MAVII MNATROL HISHAM GHATALI MOHD RIDFUAM RARMLI

FPEMBANTU PUSTAKAWNN -
KANAN (822} HERAMI KAMAN [MZZ)
MOHD HILME ABD.RAHMAN AMESUTINY MOHD SUBRY

FEMBANTU PUSTAKAWAN

15189)

SAZLINA BT SALEH

PEMBANTU OPERASI (N11)
MK MOHD FAIZAL IBRAHIM

Figure 35; Library Management Department
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2.1.2 University Reference Resources Department

PUSTAKAWAN KANAN (S44)
DR. MUSLIM BIN ISMAIL

SUMBER RUJUKAN UNIVERSITI

UNIT SUMBER ELEKTRONIK UNIT SUMBER BERCETAK

PEMBANTU PUSTAKAWAN PEMBANTU PUSTAKAWAN
KANAN (S22) KANAN (S22)

MUSTAZIM BIN MUSTAPA HAMIZUR BIN HUSSIN

PEMBANTU PUSTAKAWAN
KANAN (S22)

CHE HASNAN CHE IDRIS

PEMBANTU PUSTAKAWAN

KANAN (S22)
MAZATUL AKMAL MUHAMMAD

PEMBANTU PUSTAKAWAN
(S19)

AHMAD AMERUDDIN FAUZI

Figure 36: University Reference Resources Department

2.1.3 Library Services Department

PUSTAKAWAN KANAN (S44)
NORDELINA BT ZULKARNAIN

PERKHIDMATAN PERPUSTAKAAN

UNIT PERKHIDMATAN UNIT PENYELIDIKAN,
PELANGGAN PEMBELAJARAN & RUJUKAN

PEMBANTU PUSTAKAWAN PEMBANTU PUSTAKAWAN
KANAN (S22) KANAN (S22)

MOHD ROSLI CHE ISMAIL NOR AZRINA BT HASBULLAH

PEMBANTU PUSTAKAWAN
KANAN (S22)

MOHD HAMKA HJ HAMZAH

PEMBANTU PUSTAKAWAN

KANAN (S22)
MOHD ZALANI MHD ZIN

Figure 37: Library Services Department
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2.1.4 University Archives Department

TIMBALAN KETUA PUSTAFAVAN [S3483)

ALINA BT HUSSEIM

ARFIB CAWANGAM

LUMIT PEMGURLESAN REKCD

PEMBANTU PUSTAKAWAN KAMAN [S323)

FIUHARMAD NAZARI MUHARMAD NOR

FEMBANTU PUSTARKAWAN KAMNAN [S22)

MOHD WAQIYUDDIM MOHD DEULFIFLY

PEMBANTU PUSTAKAWAN KANAN (S22)

SV AMSILAVATIE D HARI

UMIT FENGURLUSAN ARKIS

PEMBAMNTU PEMULIHARA AN FKANAN [S22)

ZUL BIN ABDULLAH

Figure 38: University Archives Department

2.2 Department Function

1. Library Management Department

U Corporate & Collaboration Unit

9 Corporate Communication

1. Managing and coordinating public relations and library
publicity programs.

2. Managing the writing, publishing and printing of official
library materials as well as the preparation of promotional

and marketing materials (brochures, pamphlets and others).

1 Corporate Relations
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Establishing strategic networks with internal and external
parties of the library.

Coordinating briefings and visits from external parties to
PTA.

Coordinating customer complaints and feedback as well as

PTA media sessions.

1 Marketing and Publicity

1. Planning promotions through mass media.
2. Managing faculty liaison officers.

3. Managing major PTA exhibitions.

U Digital Library Unit

91 Digital Library

1

1. Planning and achieving departmental KPIs as well as ICT

policies.

2. Planning ICT acquisition and monitoring information

systems, infrastructure and ICT services.

Information System

Managing the WILS system database (big data).

Managing system and data security (cyber security and data
security).

Managing university system integration.

Managing online library systems.

Web and Digital Learning

Managing the library website.
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U Administration and Strategic Unit

9 Strategic Planning and Quality

Formulating and reviewing PTA strategic plans.

Designing and implementing data collection and Corporate
Information System (CIS) activities.

Planning and conducting process and performance audits.

1 Administration

o 0 A~ w N R

Letter and file management.

Utilization of HRM information system.

Declaration of ownership.

Performance appraisal.

Relationship with the public.

Asset management involving the administration and
maintenance of the acquisition of books and office

equipment as well as the disposal of office equipment.

Y Human Resource

1. Managing staff data, services, facilities, department records
and files.
1 Training
1. Managing and implementing staff training, industry materials,

staff education and training budget requirements.

 Governance

1.
2.

Managing the administration of PTA.
Managing the appointment of committee members, circulars

and university policies.
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3. Managing the important or main meetings of the PTA and
MOU/MOA.

Facilities

1. Monitoring the implementation development of PTA and
upgrading projects.
Maintaining library infrastructure.

Managing evaluation and technical specifications.

Financial

1. Managing the management allocatio
of the library.
Managing the supply of work services.
Managing mobile assets and asset verification control,
inventory.
Managing stores and disposal.
Managing l' i brary rent al i t ems,
Kemudahand and endor sement .

6. Managing library expenses.

University Reference Resource Department
Printed Resources
1. Planning and coordinating the development of printed

materials (syllabus, magazines, journals, special collections

and standing orders).

Materials Orders

1. Managing the process of purchasing printed resources.

2. Managing cataloguing and classification of materials.
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1 Gifts and Exchange

1. Managing gift and exchange materials from agencies within

or outside UiTM.

2. Managing intellectual property (policy management).

1 Resource Balancing and Disposal

1. Managing resource balancing and ownership.

2. Managing resource disposal assessment and syllabus

material management.

3. Library Services Department

U Customer Service

i Customer Service

=

Planning the implementation of customer service and
collection services.

Managing KPI analysis, customer charters and the
objectives of library quality.

Planning customer service and collection promotion plans.
Planning the development of library services spaces and
facilities Customer relations.

Managing counters, revenue collection, customer relations
and student payment portal (SPP).
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1 Collection Management

1. Managing new materials, general collections, special

coll ections, coll ection maintenan

U Research, Learning and Reference

 Customer Service

1. Planning and managing research and publication programs
as well as information literacy modules.
2. Planning and conducting studies for service improvement

purposes.
1 Reference
1. Managing physical and online reference services,
information retrieval services and updating social media.
2. Managing digitization of institutional repository materials.

1 Research Support

1. Handling consultation services and research support

courses.

1 Information Literacy

1. Managing information literacy programs and scheduled or

walk-in instructional sessions as well as promotional activities
4. University Archives Department

1 University Archives and Manuscripts

1. Planning the implementation and achievement of

departmental KPIs.
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2. Managing university archive buildings and the security of
records.
3. Conducting reassessment of archival materials collections.

Archival Acquisition
1. Planning the acquisition of archival materials.
2. Managing the maintenance of archival collections.
3. Managing digital archives (AMS), AV and manuscripts.
Research and Documentation
1. Managing information on historical publication materials.
University Records
Managing physical and electronic records.
Managing the disposal of university records.
Managing the appointment of records officers and records
audits.
Preservation of Materials
1. Managing the preservation of physical records and PTA
materials.
Managing binding work and preservation of record materials.

Managing the maintenance of binding equipment and
physical records.
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CHAPTER 3:
INDUSTRIAL TRAINING
ACTIVITIES
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3.0 INDUSTRIAL TRAINING ACTIVITIES

3.1 Training Activities

3.1.1 Corporate & Collaboration Unit and Digital Library Unit

 Scan the Thesis to Save into the Record

In this unit, | do assignments under the guidance and direction
of Mr. Mohd Hilmie. | was assigned to scan student thesis documents
at UITM Kelantan Branch. The thesis was processed by Mr. Zul
Abdullah Every document that has been scanned will be saved as a soft
copy. The thesis that has been scanned needs to be sent to the Binding

Unit for the next process to be booked and stored.
1 Change New QR Code for Thesis

In this unit and also under Mr. Mohd Hilmie, | did the task of
removing the old call number sticker on the thesis that had been booked
in the KBR Room and | also learned to make and print a new gr code
sticker to be pasted on the students' thesis in the KBR Room. At the
same time, | also need to arrange the thesis in the correct order

according to the sequence of the accession number that has been set.

1 UpdateArticles from Bulletin Ilqrad to

In this unit, | did the task of updating articles from the Buletin
Igra’ UiTM website to the Read@UiTM website. This update is done by
uploading and creating new pictures and postings about the activities
carried out at the Tengku Anis Library. The task | did was under the
direction and guidance of Mr. Mohd Hazrie.There are the steps or

process of insert article in Read@UiTM Website;
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Sove image o Arkib Negara Malaysia Negeri Melaka
Pengurusan Fail dan Penyediaar
Recent Comments
No comments to show.
17 Jun 2023, Sabtu - Kol ngajian Sains Makiumat, UITM Cawangan Kelantan (UITMCK) dengan
kerjasama Soclety of Information System Management (S| sclation of Information
niversitas Airlangga. Indor enghu Anis UITMCK 1 Archives
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Kewujudan perpustakaan mini Ini juga dapat membantu para pelajar mengisi masa yang teriuang dengan perkar e
T

aktivitl yang berfaedah. Disamping itu program seperti akan membantu para pelajar UITM dan Universitas Airtan
untuk mempraktikkan kemahiran pengurusan perpustakean yang dipelajan [— sl "

pengwujudan perpustakaan mini ini,para pelajar dapat mengunakan masa yang teruang der

Diharapkan deng

sebaiknya disamping menggunakan peluang yang ada untuk menambah iimu pengetahuan — Popus

Kene kena proiek perpystokaen mini Color settings
* Aktiviti bersama Perpustakaan Tengku Anis Tout settings
@) dopeae
PTA tslah melakukan belecans akt iah yang siikensdalisan leh Relaiac labhan ingduale deceada Univeosias
Airlanaga (UNAIR) dan Universiti Teknelogi MARA (UITM). Aktiviti yang telah dialackan adalah oda impwan. sad benda
tersembuny) mesama peadnda buky dan read aloud. Kesemua akiiviti ol melibatkan anak-anak yatim RAYLD serama) ”
Advanc

20 orang
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Post Block
Kewujudan perpustakaan mini ini juga dapat membantu para pelajar mengisi masa yang teriuang dengan perkara dan —
aktiviti yang berfaedah. Disamping itu program seperti akan membantu para pelajar UITM dan Universitas AirLangga Goltery
untuk mempraktikkan kemahiran pengurusan perpustaksan yang dipelajar =) w4 s o o et
Diharapkan dengan pengwujudan perpustakaan mini inipara pelajar dapat mengunakan masa yang terluang dengar Advanced
=) 2 inakan peluang yang ade untuk menambah limu pengetahuan.
8 Gallery
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Categories
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Featured image »
xd f0es | Media Library
Drop files to upload
B/-oos L] EE

CSR Jalinan Kasih Bersama Anak Yatim
Rumah Anak Yatim Lilbanat Darulnaim

17 Jun 2023, Sabtu - Kolej Pengajan Sains Maklumat ‘
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Rumah Anak Yatim Lilbanat Darulnaim . . B m’
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UITMCK) dengan kesjasama So
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CSR Jal hasih Bersama \nak Yatim Rumah \nak Yatim

inan
Lilhanat Darulnaim

# reaseum B0 4 New ol g

Howdy. Perpustakaan Tengku Anis UTM Cawangan Kelanta

Figure 39-54: Update Article in Read@UiTM Website

3.1.2 Repository Systems & Open Science Unit
1 Manage Deposit Institutional Repository (IR)

In this unit, | performed the task of entering new records into the
Institutional Repository (IR) of UITM, namely Manage Deposit
Institutional Repository (IR). There are two different types of documents
that | need to enter into the IR, namely the article from the Igra’ Bulletin
and the student's Thesis that has been booked but in the form of a soft
copy that has been scanned. The process of managing the deposit for
the article is the same as the thesis, but the difference is that it comes
from a different source. This assignment is an instruction and guidance

from Mr. Ridzuan and Mrs. Sazlina.
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The Process of Deposit Article in Institutional

Repository:

PO O T URCRTION &, #UCE PUOTTND )

woming

STAY CONNECTED.

o ook
by 0 dototunse

T

/|

Bersempena dengan Program Read @UITM, PTAR UiTM Cawangan Perak telah
meneamhbil inisiatif meneadakan Program Hari Bertemu Pelanowan PTAR Seri

Category: Kampus Machang, UiTM Kelantan s

— e vr

Search

Recent Posts

Galakan Membaca
Peringkat Negeri
Kelantan: Pengurusan
PSS Pasca Covid-19

vy
. ]
A

SDESS Mg » ¢ 00K o

Universiti Teknologl MARA

Institutional Repository

Login for Library Staff

Please enter your userame and password. If you have forgotten your password, you may reset it
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Manage deposits

Item Type

* Article

Book Section
A chapter or section in 8

Universiti Teknologi MARA

Institutional Repository

Edit item: Bicara alumni: alumni vs library

Add a new document

4

1 FULLTEXT cop

~ Depost

Select file to upload Choose File | No fle chose

Cm g

Purpustatsan Tonghs Aas 4TM Rotsatsn Ksnpon
P
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© Title
Bicara smin: sumni va lbrary

Sent bicara i dilaksanakan menggunakan medium “Streamyard” melekul “Facebook” Rasmy Perpustakaan Tengku Anis (PTA) dan “Youtube Channel”
‘oleh Perpustakaan Tengku Anis, UTM Cawangan Kelantan, Kampus Machang

gt i mervpek bual bicara, dan makiumat dikalangan pakar-pakar dalam bidang
tertentu dan juga usaha untuk membudayskan budsya membaca dikalangan masyarakat kita khususnys warga UITM.

wgiar -panel antaranys iatah g yang separyang
kerjaya, bahan sumber yang memberikan inspirasi semangat kejaysan mereka dan lain lain. Semoga melaki sesi perkongsian ini dapat menyokong
e dan 9 semua wargs UTM
< yang kepakaran mavng-masing ds 9

O Creators. Ll
Family Neme Given Name / Initisls  Email /1D Num.
1.UTM Kelantan Tenghu Ans a
2 oo
3 T

e

Universits Teknologr MARA, Kelantan: Kota Bhary Campus: Faculty of Business and Management

Universit Teknologs MARA, Kelantars: Kota Sharu Campus: Faculty of Computer and Mathematical Sciences
Universiti Teknologi MARA, Kelsntan: Machang Campus

Universiti Teknologi MARA, Kelantan: Machang Campus: Acadermy of Contemporary Islamic Studies (ACIS)
Universit Teknologs MARA, Kelastan: Macharg Campus: Faculty of Accountancy

Hinnrati Toknnks MABA Kalantan Machann Camnui Faciliy of Admanictratae Srmace and Prley S

O Publication Details
© Retorend: *yes, this varsion has been refereed. -
N, ths version has not been refereed.
O Status: published L]
.M’wu
Submitted
Unpublished
) Journal or Publication Title: Buletin IORA L

Others: Business and Management Quarterly Review BMQR)
Others: FEM Insights UITM Cawangan Kedah
Others: Forum Akademia Melaka

Publisher: PerpustakaanTengku Ans
Official URL:
Volume:
Number:
Articls Number:
Poge Range: to
Datex Veur: 2022 Monthe June ~ Duy 08~
Dete Type: UnSPECHIED

*pubication

UNSPECIFIED v
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Architecture, Planning and Surveying
Arshad Ayub Graduate Business School (AAGES)
Art and Design .
£ Event Details
@ Contact Email Address
Keywords ]
alumni, libarry, kerays, komunit luar, PTA
© Additional Information
Language ™
English  *
Indonesian
Japanese
Malay -
S Refe
ary education. Training
vwersity and college. Academ-< hibxories
A General Works
8 Philosophy. Prychology.
€ Auxiliary Sciences of History
General and Old World
y America
F History United States, Canada, Latin America
G Geography. Anthropology. Recreation
& Information organizstion
B e e narm o W Ay
Collections ]
Buletin IQRA'
AIMS UITM
Innovation
Innovation: Innovative and Creative Circle (1CC)
Innovation: Operational Excellence
Nusantara
UITM Mol / Mok
UITM Vice Canselor
Feedback ]

Deposit

Type

For work being deposited by its own author:
themp

tore them and to mak nanently av

tional Repost

sssent their cop

For work being deposited by someone other than its author: | hereby decare |

UITM Instatutional Repository) i in the public dor

may

» deposit button indicates your

et g e

Institutional Repository

item: Bicara alumni: alumni vs library

cts =+ PTAR Additionsl =

= Upload == Details = §

. ciated bibliographic metadata, | grant UITM institutional Repository

» t this material is Meliectual property and | understand that Ui
distnbuting these files or metadata. (Al authors are urged to prommnently
lecton of files and associated bibliographic metadata tF rehwving at
main. If this is not the case, | accept ull responsibiity for any breach or metadats
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Figure 55-69: The process of Deposit Article in
Institutional Repository

Monograpgh

The process of Deposit Thesis in Institutional

Repository:

Universiti Teknologi MARA

Institutional Repository

Manage deposits

y1xi 00 Universiti Teknologi MARA
B

Institutional Repository

” o
Marogiaph L)
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Universiti Teknologi MARA

Institutional Repository

Edit item: Industrial training report: Bahagian Penyelidikan , Jaringan Industri dan Alumni (UiTM Cawangan
Machang Kelantan) Bukit llmu, 18500 Machang, Kelantan / Muhammad Akif Abdullah

Universiti Teknologi MARA
Institutional Repository

SODESS MK & 200N o

Edit item: Industrial training report: Bahagian Penyelidikan , Jaringan Industri dan Alumni (UiTM Cawangan
Machang Kelantan) Bukit limu, 18500 Machang, Kelantan / Muhammad Akif Abdullah

PDE8® ="K » ¢ 00N a

Edit item: Industrial training report: Bahagian Penyelidikan , Jaringan Industri dan Alumni (UiTM Cawangan
Machang Kelantan) Bukit limu, 18500 Machang, Kelantan / Muh d Akif Abdullah

a G Universiti Teknologi MARA

Institutional Repository

Deposit item: Industrial training report: Bahagian Penyelidikan , Jaringan Industri dan Alumni (UiTM Cawangan
Machang Kelantan) Bukit llmu, 18500 Machang, Kelantan / Muhammad Akif Abdullah ‘
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Figure 70-86: The Process of Deposit Monograph in

Institutional Repository

3.1.3 Organization Administration Unit and Strategic Planning
i Saving and Managing Documents into Files

Mrs Amesutiny give task to manage documents into files. |

arrange the files and keep in box.

/
L
N

1 Document Data Recording (PB Form)

4

Mr Nik told me about Document Data Recording such as PB
Form and any form that required at PTA.

1 Managing Newspapers

Mr Nik told me how to rearrange newspaper. The old newspaper

will destroy and new newspaper will keep on rack.
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Figure 87: The Arrangement of Newspaper

3.1.4 University Reference Resources Department

9 Cataloguing Process

Mr Amer taught me how to key in information about reading

materials in WILS system using RDA.

LANGKAH - 1 *GOOGLE https://wils.uitm.edu libsys7,

LANGKAH —2 KLIK *CATALOGUING

Kelantan

L1 LIBSYS Kelantan

/A Cataloguing

Current Awareness

- Bibliography
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LANGKAH —4 KLIK *UPDATE TITLE

& wilsuitm.edu.my,

—I35YS Kelantan

Libsys Dashboard

I /A Cataloguing

« Titles In-process

- Update Holdings

« Remove Title

* Subject Updates

« Titles by Accn No.

LANGKAH -5 *MASUKKAN ACCN NO*

Uioeys Dasnooars Usdate T

Establish Title x

1SBN:

Holdings By Ref. No. By Record No. Accn Det

LANGKAH - 6

Uibsys Dashboard Update Tile

: I Contohnya: NO.ISBN
9761119619840 (hardback)
020 # a) xooooooox (paperback)
a
“ 020 # a) xooo00oox (hardback)

Sekiranya dibuku NO.ISBN ada 10 dan 13.
Mesti masukkan kedua-duanya.

024™ 1 [w/8™

N
b
037™ ## a
B
040 @/ a oLe Contohnya:
od i
™ 041#a)eng
d rda
A o (Nw|_ 041 #a) may
1 b

LANGKAH -7

Lbsys Dashboard Update Tite
Add Field Field DeleteField Zoom Display Leade Board  Tag 006 Tag =

090%00a®  He4s21

b A216 2020
100 1#2 B Abrahams, Steven ‘ Contohnya:
& 100 # a) Nama Pengarang
< #e) Author
Ll s *jika nama author kedua/ketiga masuk di Tag 700

Nama melayu: Ahmad Amm > Ahmad Amm

Nama english: Steven Abrahams > Abrahams , Steven
Nama cina: Lee Chong Wei > Lee , Chong Wei
Nama india: Nagulan Siviraj > Nagulan Siviraj

**jika nama editor tinggalkan kosong. Masukkan nama
editor di Tag 700.
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LANGKAH -8
Libsys Dashboard Update Title
Add Field Repeat Field Field Zoom Display Leader
245 10a [competitive Advantage In Investing| ‘ Contohnya:
245 # a) Tajuk Besar
b) Tajuk Kecik
b Building Winning Professional Portfolios
c) Nama pengarang
c Steven Abrahams
LANGKAH -9
Libsys Dashboard Update Title

Contohnya: Jika Buku ada Edition
250 # a) First Edition/Second Edition/Third Edition

" B
i Contohnya: Klik anak panah biru kecik untuk copy
264 # 1 a) Lokasi
a®  Hoboken, United States -
b) Penerbit
5% John Wiley & Sons Inc
* c) Tahun
c 2020
264 #4a)
264% ¢4 2%
b)
i :
c) ©2020
* o020 )
LANGKAH -10
Livsys Dashboard Update Title

soom o Contohnya: =

‘ 300 # a) Muka surat buku

b) Jika ada gambar > illustrations

xiv, 274 pages

illustrations

24cm

Jika tiada gambar > kosongkan

¢) Ukuran buku berapa cm

b
=T
36 #2 rdacontent
& text
;
EETA R rdamedia
a*  unmediated
=TT
8% 42 rdacarrier
*
a volume
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LANGKAH -11
Libsys Dashboard Upaate Title
Add Field Repest Field Delete Fi Zoom  Dis Leader ClipBoard

Contohnya:

500% # #a Judes i
includes index ! | 500 2) incluces incex

Jika tiada index, sila kosongkan.

504% # # a Includes references and index I — Contohnya:

505% 0 # 2 504 # a) Includes references and index

Jika tiada, sila kosongkan saja.

513% #%a

b

LANGKAH 11.1
*TAG 700 : Jika ada author/editor ke2/ke3 boleh rujuk dibawah.

*Contoh seperti dibawah: “author” OR “editor”

oo™ 1)#/a

200% 5 Shafritz, Jay M.
70051 #a B Shafritz, Jay M. i

e editor
e*  author

o .
og 700% 13
700%1#2 B Russell EW. B Russell E.W.

*  author =¥ editor
1
|
t
700% 1 # " 700%1#a B -
700 a2 B Borick Christopher P = E Borick, Christopher P.
* author e® editor
LANGKAH -12 KLIK “LEADER”
Libsys Dashboard Update Title %

Add Field RepeatField Delete Field Zoom Display
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LANGKAH -12.1
Record Length (00-04) 02715
Record Status 05-05) Corrected Or revised v
Record Type (06-06) Language material v
Bibliagraphy Level (07-07) Monoaraphic component | ¥
Control Type (08-08) --Select-- v
Character Position (09-09) —Select-- -

Indicator Count (10-10)
Subfield Code Count (11-11)

Base Address of Data (12-16) 00829

LANGKAH -12.2

Update Title

lete Field  Zoom Display Leader Chpg

ard  Tag 006  Tag 007

Subfield Code Count (11-11)

Base Address of Data (12:

Encoding Level (17- Full level -
Descriptive Cataloguing (18-18) 1S8D v
Multipart Res. Rec. Level (19-19) --Select-- v
Length of Field (20-20) 4
Length of Start_Char Position (21-21 5

IS

Length of imp_Daf. (2

Reserved (23
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LANGKAH -13 *KLIK “TAG 008"

Update Title

Delete Field Zoom Display Leader ChipBoard Tag betailed M

Tag 008 Books

Date Entered on Fie (00-00  22/12/2022 [

Date/Pub. Status (06-008  publication date and copvt ¥

Date?

2020

Date2 (11
Place of publprod/exe (15170 United Stati v

Hostrations (18-21  |ystrations v

Target Audience (22-2,

Unknown or not specified v

m Of item (23

None of the followina ¥
Nature Of Contents (24-270  No specified nature of con ¥
GovtPub (28288 Not a qovernment publica' ¥

Conference Publ (23-290  Not a conference publicati ¥

LANGKAH -13.1

Update Title

Delete Fieid  Zoom Display Leader ClipBoard Tag006 Tag007 Tag008 Tag880 Detailed
ag 008 Bool

Natunt OF Conenits (24-27) No specified nature of con ¥

Govt Pub (28-28) | Not a government publicat v
Conference Publ (29-29) | Not a conference publicati ¥
Festschrifts (30-30) | Not a festschrift 5
Index (31-31) | ' Index present oz
Undefined (32-32)
Uterary Form (33-33) | Not fiction (not further spe ¥
Biography (34-34) | No biographical material v
Language 3537) | ENGLISH v
Modified Record (38-38) | Not modified ¥

Cataloguing Source (39-39) | Other ~

Cancel

LANGKAH -14 *KLIK “SUBMIT”

Investments

T ——

LANGKAH TERAKHIR — 15 *COP RDA DI ATAS BUKU* SIAP.

Figure 88-102: Catalouging process
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1 Record Book Su p p | inBorméatson

Mr Hami zur gi ve t ask to record [
supplier in logbook.

Supplierds I nf

9 Record Donation Book Information

Mr Hamizur gave task to record about Donation Book
Information into Microsoft 365.
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Figure 105-107: Record Book Donation Information

Review Record Faculty Course Syllabus Data in OPAC

Mrs Maizatul gave task to find and recheck the record faculty

course syllabus data in OPAC. | record the data in Microsoft 365.
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