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ABSTRACT

This is a student-led report on the student’s activities during the Industrial Training course
(IMC690). This course required for all students before they can complete their bachelor’s
degree in Bachelor’s Degree in Information Science (hons.) Library Management (IM244).
This paper report consists of activities, projects, knowledge applied and work environment
during a five month of intemship with library institutions of University Malaya. The students
also need to posted data about the library background, services, facilities and collections
especially on this report which is in library institution University of Malaya. At the end of this
report, a number of limitations and recommendations were added to anticipate the organization

consideration to build more efficient services.

Keyword: Industrial Training, University Malaya




PRACTICAL TRAINING REPORT UNIVERSITYOF MALAYA

ACKNOWLEDGEMENT

Assalamualaikum w.b.t

Alhamdulillah, I have finished my five month of industrial training including of work from
home during Movement Control Order (MCO) and will be completed my bachelor study. First
for all, I was thankful and grateful to the Almighty for the grace that allowed me to finished

this industrial training.

Next, | want to say thank you to my industrial supervisor Madam Shamsiah Abu Bakar who
has given the best knowledge that she could and exposed me with new level of experience.
Also special thanks to Sir Mohd Faizal Mohd Ramsi, the industrial training coordinator for

guiding me to complete this industrial training.

Not forget, great appreciation to University of Malaya, Kuala Lumpur for giving me this
opportunity to undergo industrial training for five months in their organization. Especially the
staff who were directly or indirectly taught, support and give opinion to conduct my tasks and
my special project for my training purpose. They are willing to share knowledge and
experiences about working environment with me. The best appreciates to Madam Intan
Nurbaizura Zainuddin, my industrial supervisor who was my biggest supporter during my

training. It was the most precious experience in my life.

Last but not least, | want to say thank you to my family, friends and staffs of UM who has
given the best supports during my hard time and share their knowledge, ideas and opinions to
improve my report writing and special project. I could not be able to finish my industrial

training and completed my report without their support and help.




TABLE OF CONTENT

DECLARATION ...ttt stee et seseeeeteseneesesaeesnteeentesenessstesstesanessnsesanneeenes i
ABSTRACT ... ettt et eertee st e e sttt e st s s s e e s s e ee st e sestaesssesaseassstessnsanssessseasssanann ii
ACKNOWLEDGEMENT ... ..ooiitreteecceeecseeeeesssseeeesteessesssssesesssesssaessneasssasasaassnnaennes iii
TABLE OF CONTENT
CHAPTER 1 1
1 D INTERODBDUCTION ... .50 e unncs 5 somscssiinns T8 5555 ooy 2n 555 daSsnsn 55575555 S« SEFGRATET BT 2
1.0.1 Background of the organization 3
1.0.2 Logo 6
1.0.3 Vision 8
1.0.4 Mission 8
1.0.5 Objective 8
1.0.6 Organization chart of main library of University Malaya................... 9
1.0.7 Location of main library of University Malaya 10
1.0.8 Library operating hour 11
1.0.9 Library discipline 11
1.0.10 Facilities and services 13
CHAPTER 2 22
2.0 LIBRARY DIVISION AND UNIT .....ccutiiiiiriiieeieenteeieeeneenseesesneesseesneessneeennne 23
2.0.1 Acquisition division 23
2.0.2 Cataloguing division 24
2.0.3 Client services division 26
2.0.4 Information skills division 29
2.0.5 Academic services unit 31
2.0.6 Information system unit 31

2.0.7 Conservation and preservation unit 35




CHAPTER 3

37
3.0 INDUSTRIAL TRAINING ACTIVITIES.......cuoieereeeeeeeeeeeeeeeeeneeeeeeeeeeeee e 38
3.0.1 Administration and corporate division .39
3.0.2 Conservation and preservation unit 40
3.0.3 Client service unit 41
3.0.4 Information system unit 46
3.0.5 Academic service unit 46
3.0.6 Cataloguing and metadata division .47
3.0.7 Information skill division 48
3.0.8 Asian art museum 50
3.0.9 Art gallery 52
3.0.10 Acquisition material 53
3.1 OTHER ACTIVITES coismminmmmmmsmmmmasss masrmsosssenss sosasssssussmssasbisssnssssssensssasussss 53
3.1.1 Catalogue thesis using SirsiDynix Symphony WorkFlow .......... 54
3.2 SPECIAL PROJECT ........ccocoimmisnismenssssnssssassassessssssassessensonsssssssssssnsssssssssssassnsssnssssass 55
3.2.1 Reference book of ArtWOrK ......c.coceeeeennerceaereraeeeseessennesessenessenes 55
e Introduction 55
e Objective .56
e Target user : 90
¢ Detail of special project 56
¢ Front page « 57
e Content 57
CHAPTER 4 59
4.0 BREFLECTIIOMN cicinemcsnconsns sonssnonssseessssrysayisesinpss shssesssss s sersssses s smsssia s sssassasaiin 60

4.0.2 Application of Knowledge, Skill and Experience in undertaking





