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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, I 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) 

 

 

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 

Ilmu campus since 1996. On July 15, 2008, the UiTM Kelantan Library was 

inaugurated by His Majesty the Sultan of Kelantan, Sultan Ismail ibni al-



INDUSTRIAL TRAINING REPORT IMC690  
 

3 
 

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 

 

 

Figure 2: Location of Perpustakaan Tengku Anis (PTA) 

 

1.1.3 Official Logo of Perpustakaan Tengku Anis (PTA) 

 

 

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: certificate Diploma, Bachelorôs 

degree, Masterôs Degree and Doctoral Degree. The five forms also 

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 Malay kingsô sovereignty and the 

Malaysô struggle to uphold the nationôs excellence and sovereignty. 

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 

NUMBER 

09 976 2343 I 2343 

CUSTOMER 

SERVICE 

09976 2336 I 2337 

CONSULTATIO

N SERVICE 

09 976 2343 I 09 976 2328 

OFFICER IN 

CHARGE 

Muslim Bin Ahmad@Ismail I 

muslim368@uitm.edu.my  

OFFICIAL 

WEBSITE 

https://kelantan.library.uitm.edu.my/ 

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) 

mailto:muslim368@uitm.edu.my
https://kelantan.library.uitm.edu.my/
https://www.facebook.com/ptauitmkelantan/
https://twitter.com/ptauitmkelantan
https://www.youtube.com/perpustakaantengkuanis
https://www.youtube.com/perpustakaantengkuanis
https://t.me/Update_PTA
https://www.instagram.com/ptauitmkelantan/
https://www.tiktok.com/@ptauitmkelantan
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1.1.5 Vision, Mission, Philosophy, Objectives and Client Charter 

 

Vision 

¶ To establish UiTM as a Globally Renowned University of 

Science, Technology, Humanities and Entrepreneurship. 

Mission 

¶ To lead the development of agile, professional Bumiputeras 

through state-of-the art curricula and impactful research.  

Philosophy 

¶ 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. 

2. To empower the delivery of UiTMôs library services as a centre 

of information excellence that always remained relevant, 

referred and respected. 

3. To serve a comprehensive, up-to-date and relevance 

knowledge resources in various physically and virtually format. 

4. To provide a conducive environment and facilities for teaching, 

learning and research matters. 

5. To develop latest information technology and communication 

facilities based on customer needs. 

6. To strengthen human capital through Budaya PERDANA for 

PUiTM communities. 

7. To enrich relation and cooperation with external organization in 

industrial network. 
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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 

 

1.2 Opening Hours of the Library 

 

DAYS OPEN CLOSE 

Sunday ï Wednesday 8.30 A.M 4.45 P.M 

Thursday 8.30 A.M 3.15 P.M 

Friday, Saturday & 

Public Holiday 

CLOSED 

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

 

1.3 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. 

 

 

 

Figure 4: Library Management of Perpustakaan Tengku Anis (PTA) 
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Figure 5: Organizational Structure of Perpustakaan Tengku Anis (PTA) 

 

 

 

 

 

 

 

Figure 6: Organizational Structure of Perpustakaan Tengku Anis (PTA) 
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1.4 Services Available at Perpustakaan Tengku Anis (PTA) 

 

 

 

OPAC 

 

 

My Knowledge 

Management 

 

 

UiTM Library Mobile 

App 

 

 

Information Literacy 

Class 

 

 

Google Scholar 

 

 

 

Live Chat With 

Librarian 

 

 

Online Library 

Orientation 

 

 

 

Research Consultation 

 

 

Research Guides 

 

 

Membership 

 

 

 

Renewal 

 

 

Inter Library Loan 
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Book Delivery 

Services 

 

 

Deanôs Portal 

 

 

 

Vendor Portal 

 

 

Library Guide 

 

 

 

Virtual & Augmented 

Reality 

 

 

 

Massive Open Online 

Courses 

 

 

 

Excellence in 

Research for Australia 

 

 

 

 

Donation 

 

 

 

 

Cashless 

 

Table 5: Services Available at Perpustakaan Tengku Anis (PTA) 
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1.5 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. 



INDUSTRIAL TRAINING REPORT IMC690  
 

13 
 

       

 

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 
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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) 

 

   

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. 
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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. 
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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 
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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) 

 

 

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 
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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, 1st 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 
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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. 

 

1.7 Library External Membership 

 

¶ 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. 

4. 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. 

https://kelantan.library.uitm.edu.my/digital-initiative/services/membership/131-external-membership
https://kelantan.library.uitm.edu.my/digital-initiative/services/membership/131-external-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. 

 

 

¶ 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. 

 

 

 

¶ 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, 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. A borrower who has the overdue items will be barred from borrowing. 

 

¶ Online Databases Access 

 

Online databases subscribed by the Library can only be accessed 

within the Library premises. 
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¶ Members Responsibility 

 

1. Member is responsible for all items borrowed. 

2. Membership card is not transferable. 

3. The card holder shall immediately report the loss of the card to the 

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

 

¶ 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. Any item 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. 

 

1.8 Library Guides & Regulations 

 

1. Users are required to display ID cards at all times. 

2. All bags are allowed due to inspection. 

3. Please refer to the zoning system. 

4. No outside food allowed. 

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

prohibited. 

6. Misused of library computers are not allowed. 

7. Tearing or damaging of library books is strictly prohibited. 

8. Vandalism of library property is strictly prohibited. 

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

the library. 

10. Seats in the library may not be reserved since they are limited. 

11. Wearing slippers are not permitted to enter the library. 

12. Helmets & caps are not allowed to be brought and use in the library. 

13. óDatingô or sitting exclusively with your partner from different gender is strictly  

14. prohibited. 

15. 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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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 

 

 

 

Figure 35; Library Management Department 
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2.1.2 University Reference Resources Department 

 

 

Figure 36: University Reference Resources Department 

 

2.1.3 Library Services Department 

 

 

 

Figure 37: Library Services Department 
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2.1.4 University Archives Department 

 

 

Figure 38: University Archives Department 

 

 

2.2 Department Function 

 

1. Library Management Department 

 

ü Corporate & Collaboration Unit 

 

¶ 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). 

 

¶ Corporate Relations 
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1. Establishing strategic networks with internal and external 

parties of the library. 

2. Coordinating briefings and visits from external parties to 

PTA. 

3. Coordinating customer complaints and feedback as well as 

PTA media sessions. 

 

 

¶ Marketing and Publicity 

 

1. Planning promotions through mass media. 

2. Managing faculty liaison officers. 

3. Managing major PTA exhibitions. 

 

ü Digital Library Unit 

 

¶ Digital Library  

 

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 

 

1. Managing the WILS system database (big data). 

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

security). 

3. Managing university system integration. 

4. Managing online library systems. 

 

¶ Web and Digital Learning 

 

Managing the library website. 
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ü Administration and Strategic Unit 

 

¶ Strategic Planning and Quality 

 

1. Formulating and reviewing PTA strategic plans. 

2. Designing and implementing data collection and Corporate 

Information System (CIS) activities. 

3. Planning and conducting process and performance audits. 

 

¶ Administration 

 

1. Letter and file management. 

2. Utilization of HRM information system. 

3. Declaration of ownership. 

4. Performance appraisal. 

5. Relationship with the public. 

6. Asset management involving the administration and 

maintenance of the acquisition of books and office 

equipment as well as the disposal of office equipment. 

 

¶ Human Resource 

 

1. Managing staff data, services, facilities, department records 

and files. 

 

¶ Training 

 

1. Managing and implementing staff training, industry materials, 

staff education and training budget requirements. 

 

¶ Governance 

 

1. Managing the administration of PTA. 

2. 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. 

2. Maintaining library infrastructure. 

3. Managing evaluation and technical specifications. 

 

 

 

¶ Financial 

 

1. Managing the management allocation and óTabung Amanahô 

of the library. 

2. Managing the supply of work services. 

3. Managing mobile assets and asset verification control, 

inventory. 

4. Managing stores and disposal. 

5. Managing library rental items, óTabung Sumbangan 

Kemudahanô and endorsement. 

6. Managing library expenses. 

 

2. 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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¶ Gifts and Exchange 

 

1. Managing gift and exchange materials from agencies within 

or outside UiTM. 

2. Managing intellectual property (policy management). 

 

¶ Resource Balancing and Disposal 

 

1. Managing resource balancing and ownership. 

2. Managing resource disposal assessment and syllabus 

material management. 

 

 

3. Library Services Department 

 

ü Customer Service 

¶ Customer Service 

 

1. Planning the implementation of customer service and 

collection services. 

2. Managing KPI analysis, customer charters and the 

objectives of library quality. 

3. Planning customer service and collection promotion plans. 

4. Planning the development of library services spaces and 

facilities Customer relations. 

5. Managing counters, revenue collection, customer relations 

and student payment portal (SPP). 
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¶ Collection Management 

 

1. Managing new materials, general collections, special 

collections, collection maintenance and óstock takeô. 

 

ü 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. 

 

¶ Reference 

 

1. Managing physical and online reference services, 

information retrieval services and updating social media. 

2. Managing digitization of institutional repository materials. 

 

¶ Research Support 

 

1. Handling consultation services and research support 

courses. 

 

¶ Information Literacy 

 

1. Managing information literacy programs and scheduled or 

walk-in instructional sessions as well as promotional activities 

4. University Archives Department 

¶ 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 

 

1. Managing physical and electronic records. 

2. Managing the disposal of university records. 

3. Managing the appointment of records officers and records 

audits. 

 

¶ Preservation of Materials 

 

1. Managing the preservation of physical records and PTA 

materials. 

2. Managing binding work and preservation of record materials. 

3. Managing the maintenance of binding equipment and 

physical records. 
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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, I do assignments under the guidance and direction 

of Mr. Mohd Hilmie. I 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. 

¶ Change New QR Code for Thesis 

In this unit and also under Mr. Mohd Hilmie, I did the task of 

removing the old call number sticker on the thesis that had been booked 

in the KBR Room and I also learned to make and print a new qr code 

sticker to be pasted on the students' thesis in the KBR Room. At the 

same time, I also need to arrange the thesis in the correct order 

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

 

¶ Update Articles from Bulletin Iqraô to Read@UiTM 

 

In this unit, I did the task of updating articles from the Buletin 

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

 

  3.1.2 Repository Systems & Open Science Unit 

¶ Manage Deposit Institutional Repository (IR) 

 

In this unit, I 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 I need to enter into the IR, namely the article from the Iqra' 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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1. Article 

 

The Process of Deposit Article in Institutional 

Repository: 
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Figure 55-69: The process of Deposit Article in 

Institutional Repository 

 

 

 

2. Monograpgh 

 

The process of Deposit Thesis in Institutional 

Repository: 
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Figure 70-86: The Process of Deposit Monograph in 

Institutional Repository 

 

3.1.3 Organization Administration Unit and Strategic Planning 

¶ Saving and Managing Documents into Files 

Mrs Amesutiny give task to manage documents into files. I 

arrange the files and keep in box. 

  

¶ Document Data Recording (PB Form) 

 

Mr Nik told me about Document Data Recording such as PB 

Form and any form that required at PTA. 

 

¶ 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 

 

¶ Cataloguing Process 

 

Mr Amer taught me how to key in information about reading 

materials in WILS system using RDA. 
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Figure 88-102:  Catalouging process 
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¶ Record Book Supplierôs Information 

 

Mr Hamizur give task to record information about bookôs 

supplier in logbook. 

 

           

 

 

Figure 103 & 104: Record Book Supplierôs Information 

 

 

¶ 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. I record the data in Microsoft 365. 
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