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ABSTRACT

This report encapsulates my industrial training experience as a Library Informatics student,
providing a comprehensive exploration on hands-on tasks, functional activities, and practical
engagements within the academic library setting. Undertaken at Perpustakaan Tengku Anis
(PTA) located in UiTM Machang, Kelantan, the internship spanned a two-month duration,
commencing from 4™ February 2024 to 28™ March 2024, coinciding with the semester
break. The report is structured into five chapters: Introduction, Organizational Information,
Industrial Training Activities, Learning outcomes and Achievements, and Recommendations
and Conclusions. Throughout this period, | immersed myself in various units and departments
of the library, under the guidance of Senior Librarians, to fulfill the requirements of the
IML310 (Library Fieldworks) course of Universiti Teknologi MARA (UiTM), integral to my
Diploma program in Library Informatics (IM144). The report delves into the daily tasks and
assignments undertaken, highlighting the practical application of knowledge, skills, and
theories acquired during my academic journey. By navigating through diverse units and
contributing to multifaceted functions of the library, this training endeavor aimed to enrich
my understanding of library operations and equip me with essential competencies for

professional practice in the field of Library Informatics.

Keywords: industrial training, Library Informatics, Perpustakaan Tengku Anis (PTA), UiTM,
five chapters, Introduction, Organizational Information, Industrial Training Activities,
Learning outcomes and Achievements, and Recommendations and Conclusions, Library

Fieldworks, units, departments, knowledge, skills.
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CHAPTER 1:
INTRODUCTION



1.0 BACKGROUND OF THE INDUSTRIAL TRAINING PROGRAM

The organization that | have choose to undergo my industrial training for 2 months is
Perpustakaan Tengku Anis (PTA) of UiTM Machang, located in Kelantan state. This section
consists of the background of the industrial training program, purpose and objectives of the

report, and significance of industrial training for students of diploma in library informatics.

IML310: Library Fieldworks is one of the requirements for the award of a Diploma in
Library Informatics by the Information Science Studies, College of Computing, Informatics,
and Mathematics at Universiti Teknologi MARA.

This course is essential for developing the practical and professional skills required of
information professionals, especially librarians. Students will undergo industrial training
during the semester break after the final examination of Semester 4. The training should last

for 8 weeks in any information agencies, especially libraries.

Students must adhere to the rules and regulations during the training and maintain a daily
logbook record. Upon returning to campus in Semester 5, students must register for the IML310
course and complete the industrial training report by the end of the semester. Assessment for
the industrial training will be based on industry evaluation (practical and social skills), the

industrial training report and the industrial training experience presentation.

2.0 PURPOSE AND OBJECTIVES OF THE REPORT
Upon completing the 8-week industrial training, students should be able to:
1. Perform the basic tasks with responsibility and accountability relating to cataloguing,
reference, circulation, and acquisition departments in the library workspace.
2. Explain the processes involved in the basic tasks related to cataloguing, reference,
circulation, and acquisition departments in the library environment.
3. Propose best practices in library management issues.

4. Demonstrate social skills in the workplace.



3.0 SIGNIFICANCE OF INDUSTRIAL TRAINING FOR STUDENTS OF DIPLOMA
IN LIBRARY INFORMATICS

Industrial training holds significant importance for students pursuing a Diploma in Library

Informatics, providing them with invaluable practical experience and augmented their

theoretical knowledge with real-world applications. The following elucidates the

significance of industrial training for such students.

Practical Application of Knowledge: Industrial training provides students with the
opportunity to apply the theoretical concepts learned in classrooms to practical
scenarios. This hands-on experience enables them to understand the intricacies of
library informatics systems, software, and tools in a real-world context.

Skill Development: Through industrial training, students can develop a wide array of
technical skills relevant to library informatics, including cataloging, classification,
database management, digital archiving, and information retrieval techniques. These
practical skills are essential for success in the field and enhance employability
prospects.

Exposure to Professional Environment: Engaging in industrial training exposes
students to the professional environment of libraries and information centers. They
gain insights into the day-to-day operations, workflows, and best practices followed
in such settings. This exposure helps in fostering professionalism and adaptability
among students.

Professional Development: Through industrial training, students gain a deeper
understanding of their strengths, weaknesses, and areas for improvement. They also
acquire soft skills such as communication, teamwork, time management, and customer

service, which are essential for professional development and career advancement.



CHAPTER 2:
ORGANIZATIONAL
INFORMATION



2.0 BACKGROUND OF PERPUSTAKAAN TENGKU ANIS, UITM MACHANG

Tengku Anis Library, Universiti Teknologi MARA (UiTM) Kelantan Branch,
Machang Campus or commonly referred to as Perpustakaan Tengku Anis (PTA) is one of
the branch libraries of Universiti Teknologi MARA located in Negeri Kelantan, precisely at
UiTM Kelantan Branch Machang Campus. The library consists of two floors that contain
facilities and services that are ready to be utilized by the users. The PTA plays a major role
in UITM Machang Campus, where the library is located, by providing quality library
materials and services that are up to date with the times and technology to support all
programs implemented by the academic community of UiTM Machang Campus, including

teaching and learning, community service, and scientific development.

2.0.1 History of Perpustakaan Tengku Anis (PTA)

Lhainmirss com

.19

Figure 1. Perpustakaan Tengku Anis (PTA), UiTM



Figure 2: PTA's main entrance

The Library of UiTM Machang, Kelantan was established in 1985 at the Kem Kijang
temporary campus and has moved to the Bukit llmu as permanent campus since 1996. On 15 July
2008, the UiTM Kelantan Library was launched by DYMM, Sultan of Kelantan, Sultan Ismail ibni
al-Marhum Sultan Muhammad IV and was rebranded as the Perpustakaan Tengku Anis (PTA) in
conjunction with the name of the former ex KDYMM Women King of Kelantan, Tengku Anis Ibni
al-Marhum Tengku Abdul Hamid. The Perpustakaan Tengku Anis, UiTM Machang plays a role in
supporting all learning, teaching, research and knowledge development programs by providing
various types of services, diverse collections, technology and the latest and robust information

sources.



2.0.2 The location of Perpustakaan Tengku Anis (PTA)
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Figure 3: The location of PTA on Google Maps

The official address of PTA Machang Campus is Perpustakaan Tengku Anis, Kampus

Machang, UiTM Cawangan Kelantan, 18500 Machang, Kelantan Darul Naim, Malaysia. But more
specifically, within UiTM Machang Campus, the PTA Machang Campus is located behind the
Faculty of Computer & Mathematical Sciences.

2.0.3

Purpose and Obijectives of Perpustakaan Tengku Anis

1)

2)

3)

4)

5)

6)
7

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 UiTM's library services as a center 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 a 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 organisation in industrial network.



2.0.4

Client Charter

PTAR is committed in providing world-class environment, services and resources to enhance

the study, research and teaching experiences. The PTA client charter reflects our commitment to

provide world-class services and focuses on six main areas.

1)
2)
3)

4)
)

2.0.5

To deliver user-friendly services to PTAR users.

To provide weekly updates to PTAR users of our New Arrival Collections

To provide response within THREE (3) weeks upon date of application for Inter-
Library loan request

To respond within ONE (1) working day on Information Skill Class

To provide 24/7 up time and access to PTAR Portal and electronic resources

Vision, Mission, and Philosophy of PTA

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



2.0.6 Contact Information of PTA

Name

PERPUSTAKAAN TENGKU ANIS (PTA)

Address

Perpustakaan Tengku Anis, UiTM Cawangan
Kelantan, Kampus Machang, Bukit IImu, 18500

Machang, Kelantan Darul Naim Malaysia

Officer in charge

Norfitriah binti Mat Seman

Email: norfitriah@uitm.edu.my

Telephone 09 976 2339
Customer Service (Telephone) 09 976 2336 | 2337
Consultation Service (Telephone) | 09 976 2338
Social Media Tiktok:

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

Twitter:

https://twitter.com/ptauitmkelantan

Facebook:

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

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

Instagram:

https://www.instagram.com/ptauitmkelantan
YouTube:

https://www.youtube.com/perpustakaantengkuanis

Table 1: Contact Information of PTA



mailto:norfitriah@uitm.edu.my
https://www.tiktok.com/@ptauitmkelantan
https://twitter.com/ptauitmkelantan
https://www.facebook.com/ptauitmkelantan/
https://t.me/Update_PTA
https://www.instagram.com/ptauitmkelantan
https://www.youtube.com/perpustakaantengkuanis

2.0.7 Official Logo of Perpustakaan Tengku Anis

WESAREEST) | Perpustakaan
UNIVERSITI Tengku Anis
TEKNOLOGI | Cawangan Kelantan
MARA Kampus Machang

Figure 4: The official logo for Perpustakaan Tengku Anis (PTA)

2.0.8 Facilities Available in Perpustakaan Tengku Anis

There are few facilities available for the students and staffs of UiTM Machang to use
in Perpustakaan Tengku Anis. For examples:

a) Reference desk / Customer service counter

Figure 5: Customer service counter & Reference service

b) Student Locker

Figure 6: Student locker for student to put their belongings.

10



c) Starcor / Star Corner (Reading & leisure area)

Figure 7: Starco (Star Corner)

d) Raflesia Room (Seminar Room)

Figure 8: Raflesia room with desks, chair, and smart TV

e) Ixara Room (IT Room)

Figure 9: Ixararoom with LCD projector & PCs

11



f) Discussion room

Figure 10: Discussion room space

g) Internet Zone

.
#E:a
l"i-— -
18 e

~— g

Figure 11: Internet Zone include PCs with internet access.

h) Carrel Desks

Figure 12: Carrel desk available to use.

12



Figure 13: Study desk at the ground floor of PTA

j)  Study Desks — First floor
||

Figure 14: Study desks at the first floor of PTA

k) Open Shelf Books Collection — Ground floor of PTA

Figure 15: Open shelf books collection

13



1) Reference & Syllabus Books Collection — First floor of PTA

Figure 16: Reference & syllabus book collection at the first floor of PTA

m) OPAC (Online Public Access Catalog) Computers

Figure 17: OPAC computers can be used for searching and other purposes.

n) Printing Service

Figure 18: Printing machine

14



0) Meeting room

Figure 19: Meeting room

2.0.9 Security Features of Perpustakaan Tengku Anis

Figure 20: RFID gates at PTA's entrance/exit

b) Staff entry door with security lock

Figure 21: Staff door with automatic lock & used password to enter

15



¢) Smoke detector & CCTV

Figure 22: Smoke detector & CCTV

2.1.0 Opening Hours of Perpustakaan Tengku Anis

DAY OPEN CLOSE

Sunday - Wednesday 8:30 AM 5:00 P.M

Thursday 8:30 AM 3:30 P.M
Friday & Saturday CLOSE

Table 2: Opening hours of PTA:

Opening Hours during Ramadan month:

DAY OPEN CLOSE

Sunday - Wednesday 8:30 AM 4:30 P.M

Thursday 8:30 AM 3:00 P.M
Friday & Saturday CLOSE

Table 3: New opening hours for PTA during Ramadan

16



2.1 ORGANIZATIONAL STRUCTURE

UiT Vi

Figure 23: Tengku Anis library management

The organization of Perpustakaan Tengku Anis is led by a Deputy Chief Librarian grade S48,
Madam Alina binti Hussein, together with four (4) Senior Librarian grade S44: Dr. Muslim bin Ahmad,
Madam Nordelina binti Zulkarnain, and Madam Norfitriah binti Mat Seman. Besides that, with other
supporting staff which are fourteen (14) Senior Librarian Assistant, two (2) Library Assistant, one (1)
Computer Technician, one (1) Senior Secretary, one (1) Senior Conservation Assistant and one (1)

Operation Assistant.

There are four main unit of Perpustakaan Tengku Anis (PTA), which are: Customer Service
Unit; Corporate Communication, Digital Library & Organization Administration Unit; Archival Unit;
Planning & Development of Library Resource Unit/ Cataloging Unit. Each of unit are assigned with

one Senior Librarian and Deputy Chief Librarian is in charge in Archival Unit of PTA.

17



2.1.1 Organizational Chart of Perpustakaan Tengku Anis (PTA)

CARTA ORGANISASI BAHAGIAN PERPUSTAKAAN TENGKU ANIS
UiTM CAWANGAN KELANTAN

PROFESOR DR. HAJI ABDOL SAMAD NAWI

TIMBALAN KETUA PUSTAKAWAN (S48}

ALINA BT HUSSEIN

PUSTAKAWAN KANAN (S44)

KAMPUS KOTA BHARU

ROSMARIYATI BT AB. RAHMAN

PUSTAKAWAN KANAN (S44)
NORFITRIAH BT MAT SEMAN

PENGURUSAN PERPUSTAKAAN

UNITKORPORAT & UNIT PENTADBIRAN &
KOLRBORASI UUNITBERPUSTAKRANCIOITAL PERANCANGAN STRATEGIK

PEMBANTU PUSTAKAWAN JURUTEKNIK KOMPUTER PEMBANTU PUSTAKAWAN
KANAN (S22) KANAN (FT22) KANAN (S22)

MOHD HAZRIE MAT NAWI NAZROL HISHAM GHAZALI MOHD RIDZUAN RAMLI

ARKIB CAWANGAN

UNIT PENGURUSAN REKOD

PEMBANTU PUSTAKAWAN KANAN (522)

MUHAMAD NAZARI MUHAMAD NOR

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

PUSTAKAWAN KANAN (S44)

DR. MUSLIM BIN ISMAIL

SUMBER RUJUKAN UNIVERS!

UNIT SUMBER ELEKTRONIK

PEMBANTU PUSTAKAWAN
KANAN (522)

MUSTAZIM BIN MUSTAPA

UNIT SUMBER BERCETAK

PEMBANTU PUSTAKAWAN
KANAN (522)

HAMIZUR BIN HUSSIN

PENMBANTU PUSTAKAWAN
KANAN (S22)

MOHD HILME ABD.RAHMAN

KERANI KANAN (N22)

AMESUTINY MOHD SUBRY

PEMBANTU PUSTAKAWAN KANAN (S22)

MOHD WAQIYUDDIN MOHD DZULKIFLY

PEMBANTU PUSTAKAWAN

KANAN (522)
MOHD HAMKA HJ HAMZAH

PEMBANTU PUSTAKAWAN
(519)

SAZLINA BT SALEH

PEMBANTU OPERASI (N11)

NIK MOHD FAIZAL IBRAHIM

PEMBANTU PUSTAKAWAN KANAN (S22)

SYAMSILAWATI DAHARI

PEMBANTU PUSTAKAWAN

KANAN (822)

MOHD ZALANI MHD ZIN

UNIT PENGURUSAN ARKIB

PEMBANTU PEMULIHARAAN KANAN (S22)

ZUL BIN ABDULLAH

PEMBANTU PUSTAKAWAN
KANAN (§22)

GHE HASNAN GHE IDRIS

PENBANTU PUSTAKAWAN
KANAN (S22)

MAIZATUL AKMAL MUHAMMAD

PEMBANTU PUSTAKAWAN
{519)

AHMAD AMERUDDIN FAUZI

Tankh Kemastini: 13 suiarzozs | [J 1TV EEEE

The organizational chart of PTA

Figure 24
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2.2 Departmental Structure and Function

Each of the department in PTA organization has specific structure to keep their functionality
and running their own specific roles in organization. The structure consists of top management (senior
librarian) and lower management (assistants).

2.2.1 Library Services

The Library Services department mainly focuses on the provision of services and
facilities such as referral services, circulation services and others. It is also responsible for
promoting services and facilities to users. This department is led by Madam Nordelina

Zulkarnain, Senior Librarian.

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 25: Unit chart of management

19



Customer Service Unit

The Customer Service unit is responsible for implementing the following

services for all library users. Among the services provided include Registration and

Termination of Membership, Loan, Return and Renewal of Materials, Late payment of

fines for return of materials, room booking and Inter-Library Loan (ILL).

The Customer Service Unit roles are:

1.

11.

111.

1v.

Vi.

Vil.

Forbid students to bring bags, food, and drinks (except for mineral water) inside

the library.

Circulation of books for users — Check in and check out of the books.

Fine payment process — Late return of books/books lost/ update on WILS
system.

Answering queries by users — OPAC books search and other functions, wifi

connection instruction for students
Administration of Ui'TM Booking System (BSU)
Payment process of printing service.

Provide comfortable space and adequate collections to users.

Research, Education and Reference Unit

Research, Education and Reference Unit are responsible for providing guidance to

library users in obtaining reference materials, information and resources for the purpose

of supporting the teaching, learning and research process.

1.

il.

1il.

1v.

Disclosure on library material search techniques whether printed or non-printed

to UiTM students and staff.

Manage advisory and referral services to meet the needs of learning, teaching

and research.

Provide guidance to users to obtain information materials and reference

resources through library collections and online references.

Handles of types of inquiries and questions submitted by users at the reference

desk and it can be made in person, by phone, fax, and email.
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2.2.2

Planning & Development of Library Resource Unit / Cataloging Unit

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 (522)
MAIZATUL AKMAL MUHAMMAD

Figure 26: Unit chart of management
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Printed Resource Unit

The Printed Resource Unit responsible for carrying out cataloguing, classification
and title setting of materials obtained by Perpustakaan Tengku Anis (PTA) library either
through purchase or donation. All these materials will be processed in accordance with
the operating procedures set out in the Library Working Procedures Manual before it is
approved (Release for Circulation) for the use of library customers.

1. The acquisition process of printed materials like books and magazines.
ii.  Receive the materials by updating accession number.
iii.  Stamping the right of ownership of the book.
iv.  Cataloguing process of the new acquired printed materials.

v.  Update the cataloguing and RDA process of existing books.
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2.2.3 Archive Unit

The Archival Unit of Perpustakaan Tengku Anis is led by Madam Alina Hussein (Deputy Chief
Librarian), is related on:

TIMBALAN KETUA PUSTAKAWAN (S48)

ALINA BT HUSSEIN

ARKIB CAWANGAN

UNIT PENGURUSAN REKOD

PEMBANTU PUSTAKAWAN KANAN (S522)

MUHAMAD NAZARI MUHAMAD NOR

PEMBANTU PUSTAKAWAN KANAN (522)

MOHD WAQIYUDDIN MOHD DZULKIFLY

PEMBANTU PUSTAKAWAN KANAN (522)

SYAMSILAWATI DAHARI

UNIT PENGURUSAN ARKIEB

PEMBANTU PEMULIHARAAN KANAN (522)

ZUL BIN ABDULLAH

Figure 27: Unit chart of management
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Records Management Unit

1.

ii.

iil.

1v.

Vi.

Vil.

Viii.

The archival management process of records that are created within Universiti
Teknologi MARA Machang Campus (UITMCK).

The records created inside of PTA are being managed and archived by this unit.
Receive records by others unit available of UiTM outside PTA

Manage records that acquired from other units of UiTM.

Disposition of old/ unwanted/ unused/ expired records with permission by
National Archive of Malaysia

Responsible to send valuable records to National Archive of Malaysia Kelantan
State.

Responsible to digitalize the records by scanning process, image editing,
watermarking process and stored the records as pdf file which to be upload on
University Archive Unit (Jabatan Arkib Universiti, JAU)

Uploading records on Archive Management System (AMS) by registering archival

materials and updating their metadata.

Conservation Unit

The conservation unit is the unit responsible for caring and conserving library

materials by repairing damaged materials and preventing pre-damaged materials by

means of material preservation and binding. This unit also provides binding services

for materials such as, books, pamphlets, brochures, newspaper clipping, student

projects, journals and several types of light binding as well as preserving damaged

materials. Moreover, this unit play roles as saves printed materials from being from

being damaged materials and can no longer be referenced, extends the life of printed

materials and maintain the durability quality of printed materials.

1.
ii.

1il.

Binding Services Indoor & Outdoor
Sewage Removal Process

Repair and Exchange Picture Frames & Posters
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2.2.4 Digital Library & Organization Administration Unit

The Digital Library & Organization Administration Unit is led by Madam Norfitriah Mat
Seman, Senior Librarian. This unit roles are related to:

PLUSTAK BWAN KAMAN [ S44)

HORFITRIAH BT MAT SEMAN

PENGURUSAN PFERPUSTAKAAM

UNIT KORPORAT & ! ity - UNIT PENTADBIRAM &
HOLABORAS] e FERANCANGZAN STRATEGIK

FEMEBANTU FUSTARAWAN JURUTERKNIK KOMPUTER FEMBANTU FUSTAKAVIAN
FANAN [522) HANAM (FTZZ] KANAN [S22)

MAOHD HAZRIE MAT HAWI NAZROL HISHAM GHAZALI MOHD RIDZUAN RAMLI

PEMBANTL PUSTAHAWIAN
KARAM [S522)

MOHD HILME ABD RAHMAN

KERAN] KAMAN (N2Z)

AMESUTIMNY MOHD SUBRY

PEMBANTU PUSTAKAVWAN

(519
BAZLINA BT SALEH

FEMEBANTU OFERASI (N11)

NIK MOHD FAIZAL IBRAHIM

Figure 28: Unit chart of management
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Corporate & Collaboration Unit

1.

Planning and creating promotion through social media of PTA

11.  Management of Main Exhibitions of PTA
111.  Taking activity photos and program photos held by PTA.
1v.  Managing and synchronizing public relation programs and library publicity.
V.  Management of writing, publishing, and printing of official library materials,
with making of promotional materials and marketing (brochure, pamphlet, etc.)
Vi.  Strategic relationship inside of PTA and outside of PTA.
vil.  Managing and synchronization of briefing, visits from outside of PTA
Digital Library Unit
1.  Promoting new application to students — PTAR Mobile Apps
1.  Administration of My Knowledge Management website
11i.  Responsible in managing and updating Institutional Repository on My
Knowledge Management website.
1v.  Appointed/ on duty at IT counter.

Administration & Strategic Planning Unit

1.
1i.
1il.

1v.

\% 8

Management and welfare of staff

Managing the appointment process of new staff positions

Planning efficient and effective organizational management
Management and synchronization all unit of PTA as an organization
Human Resource management

Manage programs and staffs’ appointment for the programs.
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2.3 EXPLANATION OF THE STUDENT’S ASSIGNED DEPARTMENT IN
PERPUSTAKAAN TENGKU ANIS (PTA)

During my 2 months of industrial training at Perpustakaan Tengku Anis (PTA),
according to my industrial training schedule, given by Mrs. Amesutiny | was assigned to
various departments and units by different days or weeks, each with distinct roles and
responsibilities aimed at providing comprehensive library services. Here's a detailed

breakdown of each department and its respective units:

2.3.1 Library Services

Figure 29: Library Services Counter

The first and second week, on 5" till 15" February 2024, which are 11 days of my
training was devoted to immersing myself in the Library Services department, where | gained
invaluable insights into two distinct units: Customer Service and Research, Education, and
Reference.

In the Customer Service Unit, | was assisted by Mr. Rosli, Mr. Hamka, Mr. Zalani,
and Mr. Hilme. The primary focus was on ensuring a seamless experience for library patrons.
This encompassed assisting users, addressing inquiries, issuing materials, and leveraging
library management systems to streamline circulation processes. The system used are
WILS/Libsys7. Simultaneously, the Research, Education, and Reference Unit, | was assisted
by Mrs. Nor Azrina. This unit provided a platform for honing skills in aiding patrons with their
research endeavors. Here, | learned to conduct information literacy sessions, facilitate access
to diverse research materials, and proficiently navigate various databases and online resources.
The unit's reliance on reference management software and academic search engines
underscored the commitment to equipping users with the necessary tools for scholarly

exploration.
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2.3.2 Planning & Development of Library Resource Unit / Cataloging Unit

Figure 30: Cataloging Unit's room

Started from Sunday to Thursday, on 18t" till 29" February 2024, for two weeks, | was
now assigned at the Planning & Development of Library Resource Unit/Cataloging Unit, the
officers involved are Mrs. Syamsilawati Dahari, Mr. Hamizur Hussin, Mrs. Maizatul Akmal
Muhammad, Mr. Che Hasnan and Mr. Ahmad Ameruddin. All of them are in charge with

different tasks or works.

I delved into the intricacies of managing both physical and digital library resources.
The Printed Resource Unit underscored the importance of efficient cataloging and
organization of printed materials through classification, indexing, and metadata assignment.
Drawing on established cataloging systems such as the Library of Congress Classification

(LCC) by using RDA, the unit aimed to facilitate seamless retrieval of materials for users.

Similarly, the Research Data Management Unit equipped me with essential skills in
curating, preserving, and disseminating research data. From developing data management
plans to ensuring compliance with data sharing policies and standards, the unit emphasized the
significance of meticulous data organization and documentation. Leveraging data repository
platforms and metadata standards, | gained practical experience in navigating the evolving

landscape of research data management.
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2.3.3 Archive

Figure 31: Archive Unit

On 10™ March to 14™ March 2024, | was assigned to the department of administrative
organization & branch archives for five (5) days, which was led by Mrs. Alina Hussein, the
Deputy Chief Librarian. The University Archives, under this department's responsibility,
handles the administration and online access to various library materials, collections, and
repositories. Their focus is on identifying, digitizing, and preserving cultural, historical,
academic, educational, communal, and civic information resources. | spent five days working
in this department, which consists of three units: The Digital application unit, the Records
Management unit, and the Conservation unit. Supervising this division is Mrs. Alina Hussein,
along with librarian assistants Mr. Mohd Waqiyuddin Mohd Dzulkifly, Mr. Muhamad Nazari
Muhamad Nor, Mr. Mohd Ridzuan Ramli, and conservation assistant Mr. Zul Abdullah.

In the Records Management Unit, meticulous attention was paid to the organization
and maintenance of institutional records, ensuring compliance with legal and regulatory
requirements. Through activities like records appraisal and classification, | learned the
importance of efficient records management systems in preserving institutional memory.
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2.3.4 Digital Library & Organization Administration Unit

Figure 32: Digital Library & Organization Administration Unit

On 17" till 25" March 2024, my final department assigned was at the Digital Library
& Organization Administration Unit, which is led by Mrs. Norfitriah Mat Seman. This unit
provided a holistic understanding of digital infrastructure management and administrative
functions. In the Corporate & Collaboration Unit, | witnessed the fostering of collaboration
within the library and beyond, emphasizing the importance of partnerships and outreach
activities. Through the Digital Library Unit, | delved into the development and maintenance of

digital collections, ensuring their accessibility and usability for users.

Finally, the Administration & Strategic Planning Unit offered insights into the
administrative backbone of the library, encompassing budgeting, personnel management,
policy development, and strategic planning. | gained a newfound appreciation for the

multifaceted nature of library administration.

Purpose of establishment of position are to assist in the implementation of Corporate
Relations matters with internal parties and external, as well as customer complaint and
feedback management, media coverage and meetings media, marketing library information in
print or video for the media masses as well as manage the main exhibition to ensure the

affairs are orderly based on current circulars.
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CHAPTER 3:
INDUSTRIAL
TRAINING
ACTIVITIES



3.1 TRAINING ACTIVITIES, TASKS & PROJECT

The Industrial Training session took place at Tengku Anis Library (PTA), UiTM
Machang Kelantan, spanning a period of two months. The PTA designed training activities,
where students rotated among five departments monthly, focusing on one department at a time.
This industrial training commenced on 4™ February 2024, and ended on 28" March 2024, under
the supervision of Madam Norfitriah Mat Seman. During the initial day of the practical session,
the supervisor closely monitored the students. We, as in me and another intern informed to wait
for our schedules, which were eventually distributed on the second day of the practical, given
by Mrs. Amesutiny. This allowed us to familiarize ourselves with the library's operations,

gather information, and experience the actual working environment during the practical period.

Furthermore, we had the opportunity to engage in specific roles related to the unit
offered by the Perpustakaan Tengku Anis (PTA). This exposure aimed to provide students with
a deeper understanding of the subjects we had previously learned. The main goal of the training
was to ensure that we comprehended the overall workflow and structure of the library.
Throughout the two-month practical training, we were responsible for completing various tasks
assigned by the department head. The third chapter of the initiative will focus on detailing the
training activities, tasks, and project throughout the entire two-month duration.
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3.1.1 Shelving and Surah Yasin Reading

Figure 33: Assigned shelves for Practical students.

All industrial training students are tasked with shelving books from 8:00 a.m. to 8:30
a.m. every day before the library opens, except for Thursdays, when we only shelve for fifteen
minutes before the recitation of Yassin. Our assistant librarian gave us instructions on how to
properly organize the library by directing us to particular shelves and call numbers. All
resources in the library are categorized using the Library of Congress (LCC) classifications.
The ground floor has books neatly stacked on open shelves that are accessible for checkout.
For all industrial training students to understand the organization and classification scheme of
the PTA's material collection, they must complete this daily project. Through the completion
of this work, students put their knowledge to use and learn how important it is to arrange library
resources in a systematic way on each shelf in order to promote effective information retrieval.
Finding the materials users were looking for would take a lot longer if the materials were not

arranged in accordance with the system's design.
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3.1.2 Library Services

During my first and second week of internship, which are 11 days of my training was
devoted to immersing myself in the Library Services department, where | gained invaluable
insights into two distinct units: Customer Service and Research, Education, and Reference.
| was assigned to the Library Services department, which was led by Mrs. Nordelina, the senior
librarian. My second day of internship was consulted under Mr. Rosli, who taught me about
WILS / Libsys7 system, more to circulation. Like, checking out and checking in books from

the counter, late fee collection, etc.

a) Circulation
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Figure 34: Check-out books (Lend)
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Figure 35: Check-in books (return)

b) Late Fee Collection

e Late fee: RM0.20/day
e Payment: Cashless, using Paywave Credit Card Machine / Online banking
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Figure 36: Late fee collection on WILS system
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c) Printing Service Payment Process

e  Price for printing service:
1 page print =RM 0.10
2-page print = RM 0.20
e Payment: Cashless, using Paywave Credit Card Machine/ Online banking

Figure 37: First step is scanning the debit/credit card.

Figure 38: Second step, record the transaction on the record books.

Figure 39: Receipt on the paper to be sent to UiITMCK Treasury Unit
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3.13

Planning & Development of Library Resource Unit / Cataloging Unit

Started from Sunday to Thursday, on 18" till 29" February 2024, for two weeks, | was
now assigned at the Planning & Development of Library Resource Unit/Cataloging Unit,
the officers involved are Mrs. Syamsilawati Dahari, Mr. Hamizur Hussin, Mrs. Maizatul Akmal

Muhammad, Mr. Che Hasnan and Mr. Ahmad Ameruddin. All of them are in charge with

different tasks or works.

a) Acquisition

Figure 40: Cataloging Unit's space

Receive request > Approval —p | Approval by Deputy
from users process Chief Librarian
Update Title X 0 l -
e pproval process Meeting wi
Defarls Vepdcr < and verification — 4 dg
chosen, price vendors
comparison
Place order Receiving process Invoice processing
HDyan *Stamp the date of * s
Develop order oy g - | | *Accessioning process
*Email to vendor receive & ownership *Payment request
(control number) *Receiving module
Order cancellation Documentation process Approval by Deputy
*Unreceived *Send to UITMCEK Chief Librarian
materials more than *Treasury Unit
3 months *Approval letter
*Record book of payment

Figure 41: Flow chart for acquisition process of printed materials
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b) Cataloguing Process

The Perpustakaan Tengku Anis (PTA) classified all of the freshly delivered printed
books using the Library of Congress Classification (LCC) during the cataloguing process.
Another academic library uses the LCC categorization, but this library does not use the Dewey
Decimal categorization (DDC). Public libraries, school libraries, and other types of libraries
employ the DDC classification system. PTA employed computerized cataloguing systems,
such as the Web-based Integrated Library System (WILS), also referred to as Libsys7, to
simplify cataloguing procedures and other activities like book acquisition and circulation. This

allowed the process to become more standardized and methodical.

Among the many solutions provided by LIBSYS Limited are ERP for Academic
Retailing, E-Commerce Institutes, Library Management Systems, CRM and RFID-based
Assets Management, Applications in Inventory Management, and File Tracking Systems. Their
commitment to ongoing development is demonstrated by their R&D initiatives, which have
resulted in the integration of cutting-edge features, technology, and internationally recognized

standards into all applications (Libsys.co.in, 2023).

] - K q Hamizur
elantan (YR KX
L _|3s\ S | i | Wed Mar 27 2024, 15:12:35
. Libsys Dashboard ‘Accessioning
A Cataloguing
Accessioning
Maintenance
« Titles In-process ISBD MARC Linear AACR-2 .
o x o
. Enter Title Select Title =
o i
= Update Holdings
« Remove Title Title(4)+ Author(4): =
- Subject Updates g_
« Titles by Accn No. Title: 3
= Change Accn No.
« Retrospective Conversion
)
= Change Type of Document %’
Previous Entry  Details CAS o
« Accessioning 3
= Merge Titles .
« Multimedia
- UiTM, Malaysia [LIBSYS 7 (EB) Rel 1.0]

Figure 42:Cataloguing Process (Selecting book)
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Figure 43: Cataloguing process (Tagging to be filled)

c) Sticking RFID strips to books

The process of sticking RFID strip is one initiative to update the security of the book, which
can protect the books from going outside without permission. The RFID strips are from WISERF
company, which are the innovative RFID technology that specialized in library security system projects.
The process of RFID strips begun by sticking RFID strips from WISERF into the book, with hiddenly
at the centre of the book spine, which inside the books. Once RFID strips are pasted, then register the
book RFID tagging on the WISERF device by typing the accession number on the software, lastly the
alarm with sound at RFID gates will be turn on, then alert the staff at the counter if the books are about
to bring out without permission.
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Figure 44: Sticking RFID
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Figure 45: register the book RFID tagging on the WISERF device

d) Stamp right of ownership of the newly arrived books with PTA stamp

Figre : Stamp right of ownerp

e) Key in the data that the vendor gave to PTA as a gift.
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3.14 Archive

Figure 48: Archive's Unit

On 10™ March to 14™ March 2024, | was assigned to the department of administrative
organization & branch archives for five (5) days, which was headed by Mrs. Alina Hussein,
the Deputy Chief Librarian. The University Archives, under this department's responsibility,
handles the administration and online access to various library materials, collections, and
repositories. Their focus is on identifying, digitizing, and preserving cultural, historical,
academic, educational, communal, and civic information resources. | did a lot of activities in

this departments and all under the three units as well.

a) Waste Removal Process (Proses Pengenyahan Bendasing) - is a process of removing
all tags, paper clips, and staples. Each student file will be placed in a box, and I will have
to clean each box from year 1995-1997. The files were meticulously put back into the
box when this cleaning procedure was finished in order to be entered into the Archival
Management System (AMS) website. Each file was then uploaded to the AMS and its

pertinent information was included before moving on to the scanning stage.

Figure 49: Removing all tags, paper clips, and staples from student's files
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b) Scanning - Finally, each student file must be scanned, which entails scanning each page

of material, before it can be kept in the file room. Given that the contents are private, the
file needs to be strengthened for security after scanning by adding a password and

watermark. To upload it into the UiTM OFA system, it will then be sent to Mrs. Alina

Hussein.

O

Figure 50: Scanned student file & upload it into the UiTM OFA system

Student File Disposal Process - "Disposal" refers to the disposal of the record whether
by physical destruction or transfer to the University Archives at the end of its retention
period. Document shredding ensures sensitive data cannot be stolen or fall into the
wrong hands. Managing file disposal when needed is another essential job in the Archive
Unit. Working along with Mr. Mohd Wagqiyuddin and Mr. Mohd Ridzuan, this process
starts with an appraisal to determine which files should be discarded. Identifying papers
for this assessment requires, among other things, finding out-of-date correspondence,
bank receipts, old payment records, invoices, and student files. After that, we safely
destroy these papers in accordance with data protection rules and ensure confidentiality

by using a heavy-duty paper shredder machine.
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Figure 51: Archive room where the non-active files kept
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Figure 52: Shredding process

d) Conservation unit:

Binding is the stitching, bonding, or splicing of printed paper sheets to make a
book, magazine, brochure, and other reading material. Library bindings are bindings
that are created specifically for the needs of library services. This volume is very
important to the durability of the book for circulation, loan, and reference. When a book
is precisely bound, the intended user will be interested in things like how simple it is to
open flat, how clearly the gold applied print is printed, how wide the seam space
(margin) is between the text and cover, and so on. Under Mr. Zul Abdullah's direction,
this unit will learn how to cut, bind, and finish the entire book using the leather binding

process (Proses Penjilidan Kekulit).

Figure 53: Drilling machine Figure 54: Sewing/stitching the paper.
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Figure 55: Gluing Figure 56: The tools

Figure 57: Making the front and back cover.

Figure 58: Cutting and gluing.
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Figure 60: Stick the material on the cardboard.

Figure 61: After gluing the book cover and the book together, put the book in the
standing press
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Figure 62: Find the alphabets (glod blocking) for the book title and the blocking press
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3.1.5 Digital Library & Organization Administration Unit

a) Institutional Repository (IR) PTA

Universiti Teknologi MARA Institutional Repository (UiTM IR) is a center of digital
collections, act as an open-access repository that collects, preserve, and disseminates scholarly
output by university members at Universiti Teknologi MARA (journal articles, book chapters,
books, conference papers, theses, working papers, technical reports, data and other types of

research publications and unpublished manuscripts and papers)

g s Universiti Teknologi MARA
e Institutional Repository

https://ir.uitm.edu.my

-

BDE 80O ME * 09 Ol we

UiTMIR

Manage deposits
8 Help
Import from | BibTeX B et |
Displaying results 1 to 10 of 32. Show 10, 25 or 100 results per page. Show All
1]2]3]4] Next
User Workarea [4 Under Review []Live Archive [JRetired
Item Last s S - "
Status Modified | o™ Pe ubjects itle Actions
L Education > LB Theory and practice of education >
Figure 63: IR Admin Interface
g D Universiti Teknologi MARA
UNT SITI
1 TEKNOLOGI = - -
MARA
< Institutional Repository

https://ir.uitm.edu.my

B0EBO =ME = O 9 O wr

Edit item: CDT670: Ceramic Design Seminar / College of Creative Arts

Type —> Upload —>EsEENEM—+> Subjects —> PTAR Additional - Deposit

O Title a8

CDT670: Ceramic Design Seminar / College of Creative Arts

Abstract a

Figure 64: Uploading and inserting the document's details.
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g T Universiti Teknologi MARA
UNIVERSITI

e Institutional Repository

https://ir.uitm.edu.my

0= 86 =-ME =00 Ol wr

UiTMIR

Transkrip wawancara bersama Encik Omar B. Md Hashim (Omara) Penggiat Seni
Boria Pulau Pinang / Muhammad Azri Hafizuddin Abd Aziz and Sarah Masmerah
Hanafiah

Abd Aziz, Muhammad Azri Hafizuddin and Hanafiah, Sarah Masmerah (2014) Transkrip wawancara bersama Encik Omar B. Md Hashim (Omara) Penggiat Seni Boria Pulau Pinang / Muhammad Azri Hafizuddin Abd Aziz

and Sarah Masmerah Hanafiah. Oral History Report. Universiti Teknologi MARA, Kelantan. (Submitted)

Abstract _____________________Download

Text
81616.pdf
Download (4MB)

Transkrip ini mengandungi temubual bersama Encik Omar Bin Md Hashim mengenai
kerjaya beliau dalam bidang seni boria. Proses temubual telah dijalankan dengan jayanya
di Medan Selera, Pasaraya Big AEON pada 14 April 2014 bermula pada jam 10 pagi. Beliau
merupakan salah seorang tokoh boria yang kembali meningkat naik semula selepas tidak
menceburi bidang ini selama tiga tahun akibst masalah peribadi. Kemudian beliau
kembali semula sehingga berjaya menubuhkan pasukan boria sendiri yang digelar Boria

Omara, Beliau telah menceburi bidang seni boria ini sejak berumur 10 tahu. Transkrip 81616

Figure 65: Preview of the complete document

b) Buletin IQRA & READ@UITM

The IQRA e-Bulletin is published every month with various information and latest news
about the library and is displayed for public viewing at the given link. The PTA Machang
Buletin were handled by Ms Sazlina Sazlan. Meanwhile, the READ@UiTM handled by Mr.
Hazrie, also to update the information of the programs.

Category: Kampus Machang, UiTM Kelantan

Search

Search

| KAMPUS MACHANG, UITM KELANTAN

Recent Posts

'j
PEE P AR °:?".x£

“Library Outreach” & Alumni Sharing: From IM  Program “Greenation -
Kelas Penyelidikan to IM “Towards 1st Class  Speak Up@PTA”

Pengurusan Arkib & Information Studies” e b e -
Rekod Perpustakaan oA B Al

Tengku Anis SR MGG MACHANG, 21 November - Perbincangan kolaborasi PTAR dan IKP

= Bersempena dengan Festival
2 Januari 2024 - Telah

et it ! diadakan satu sesi perkongsian

Cakna Lestari (Fes-CALE) 2023,
Perpustakaan Tengku Anis

yang bertajuk Alumni Sharing

Figure 66: Buletin IQRA
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) @ readeuitm

+ New ull insights

Howdy, Perpustakaan Tengku Anis UITM Cawangan Kelantan [l

Kemaskini 1 Jengka Pusat 2 (SMJP2) 1week ago | Mari Mengenali Logo : 3 Langkah Mudah A Thursday, Mar 21, 2024

g WATIGHES
ea i UNIVERSITI

S TEKNOLOGI
“National Reading Decade” 0

MARA

LATAR BELAKANG v GARIS PANDUAN  AKTIVITI LIVE@PTAR AKHBAR TAKWIM

Ny i
4* FOYER BANGUNAN PENTADBIRAN,
| " 'KOLEJ PENGAJIAN ALAM BINA

come &
S Piojomans Peridangan Suku 'L
[ Kansultast perknigmatan . —

Mari Mengenali Logo : 3 READ@UITM: MOBILE
Pengawas Sekolah Langkah Mudah 3 Live@PTAR Read, Knowledge 4 LIBRARY@PAB DI FOYER
s

...... e e Eie 8. Chara: Bank Daview Siri 8 £ AMLALIALA M REAITANDIN AL

Figure 67: read@uitm

c) Insert close file list record in the excel sheet

Mrs. Amesutiny gave me a task which is inserting information about record the file list

close the archive box into excel sheet.

@ AutoSave (@ Off) “) - (Y T REKOD SEMARAI FAIL TUTUP_KOTAK ARKIE - Compatibility Mode - E... 2 search » = a X
File Home Insert Page Layout Formulas Data Review View Automate Help  ACROBAT | & comments |
—————— ) . . — jes v v
ﬁ’:l & | rial Black e oA A P 25 Wrap Text [General v = % f/ H Insert 2 %? p (@)
® -~ — & Delete ~ v
Paste B B T U~ &v A = = Merge & Certer v| EE v % 9 |43 g  Conditional Fomstas Cel - Sort & Find &
v = Formatting~ Table~ Styles~ [ Formatv = & v Filterv Select~
Clipboard 5 Font ] Alignment ] Number ] Styles Cells Editing Analysis v
1224 v i fr 2
A 8 c D E F [ H I 1 K L
1 BAHAGIAN ARKIB DAN MUZIUM DAFTAR BAM/08/07
2 g SIMPANAN REKOD UiTM
3 > (FAIL PENTADBIRAN)
& UNIVERSITI TEKNOLOGI MARA
s
6
7
8 1 Kampus/Bahagian/Fakulti/Pusat  : PERPUSTAKAAN TENGKU ANIS, UiTM CAWANGAN KELANTAN UNTUK KEGUNAAN BAHAGIAN ARKIB & MUZIUM
9 2 Siri Rekod : Bil. Fail
10 3 Penjelasan Ringkas Rekod H Tarikh Terima
1 Penerima
12
13
14
13 TAHUN BIL RUJUKAN FAIL PERKARA/TAIUK FAIL L TARAF NO. KOTAK
16 PERKAR | KEMASKINI DARIPADA HINGGA
- 1 |300-CK (PTA/UPTD. 2/4) JLD. 2 INVENTORI 14/9/2004 23/9/2021
@ 2 |100-CK (PTA/UPTD. 35/10) JLD. 2 PERSATUAN WANITA UiTM (PEWANI) 05/04/2004 31/1/2016 T
E

- 3 |600-CK (PTA/UPTD. 6/4/8) SENARAI PELAJAR BERHENTI 24/5/2005 20/9/2012 R

< > Sheet1 pentadbiran + HEE | »
Ready  T% Accessibility: Unavailable M M ———+ o2

Figure 68: record the file list close the archive box in excel sheet.
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3.2 VIRTUAL EXHIBITION

Mrs. Norfitriah gave me a task which is virtual exhibition. Any practical students must
do this task, according to her. A virtual exhibition on a library website is a digital showcase of
curated materials, artifacts, or information organized around a specific theme, topic, or
collection. Unlike traditional physical exhibitions held within the confines of a physical space,

virtual exhibitions offer an immersive online experience accessible to a broader audience.

I found two titles and made the virtual exhibition using Canva. The two virtual

exhibitions are shown below:

3.2.1 Aaqge-Appropriate

VIRTUAL EXHIBITION: AGE-APPROPRIATE FICTION & NONF... w Try Canva Pro N + ili G Present [RUMEEIEE

O Animate (D 50s  Position ()

Templates ayouts es (o]

= e q
R el Y
g eF
Blue | History | Pi ! y \ [ 4
e, 2
ecent eeal

MM&M&M ( ]
" AGE APPROPRIATE ¢

23 fimzion & Non-fietion

PROJECT
coup£ |
PROFII o,
" 4
ProrosaL S
s— o

es () Duration (Y Timer Page1/13 ® 3% 98 . @

& VIRTUAL EXHIBITION: AGE-APPROPRIATE FICTION & NONF... wTryCanvaPo N + I D Present [UECIEUH

xxxxxxxx

(#)
R e A L s (T L T () y -~ ¥
ove R |7 aia| = lem| T=em === ] |
= cae o E o Wy o jEEE| oo sE| (TATT W i
O T
5 Notes (3 Duration (3 Timer Page11/13 ik 3 38 2 @

Fﬁiﬂgure 70: website recommendations for age-appropriate books

51



3.2.2 Themed Reading

File @ Resize & Magic Switch = - VIRTUAL EXHIBITION: THEMED READING w TryCanvaPro N

@©50s Position (@

© Animate

Templates Layouts Styles

Blue  History | Pink | Green |

Recently used

BUSINESS

® n @
= - =
s B =
7 Notes () Duration (3 Timer Page1/10

File @ Resize & Magic Switch > VIRTUAL EXHIBITION: THEMED READING wTryCanvaPro N + 4ll GO Present [RUNIIENS

© Animate (D 50s  Position ([

Templates Layouts Styles g T iy g R
Examples of Themed Reading Events

Blue || History | Pink | Green @

3) uthor Spotlight Series

Recently used

1) Mystery Monday
Showc@smg rystery rovels,
detcine stores, and cree Fiction.
Pre—
* Gont Gats by Gitan Flymm
* e Gl with the Ordgon Tathoo
by StagLarsson.

reddngs. for examples:
. chiste

* ks Morkary
* Chieamanda Ngosi Adche

4) Historical Fiction Exploraftion
Ireersing readers n dfferent hstoraat
penods through histancat fichon novels.
For
* The Bock Thef by Markus Zusdk
AL the Lght W Carmat 520 by ehony
ooer

2) Fantasy Fridays
1eaturing Fantasy novets, ragat
dvertunes, and e ttes or

All results

The Hobit by J2. Tolken
+ Mary Fotier and the Sorcorer’s
Stont by 1 Rouling

5) Science Fiction Extravaganza
Celobrating the wonders of soBnc fichon
& roncton Wtratue and Fuhriste
storyleling. tor exarples.

= Oune by frank Merbert
* the martan by Andy wr

Busiatss

P (& B & R & '
purpoies | |
=1=) o8| B oo b
| G J “asl =i
7 Notes (&) Duration  (§j Timer Page 5/10 [ ) 39% 8 20

Figure 72: Example from the slide
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3.3 SPECIAL PROJECT

“EXHIBITION BOARD: RAMADAN KAREEM”

Each of practical student who came to do internship must have their special project. As
for my special project, namely “Exhibition Board: Ramadan Kareem” given by Mrs. Norfitriah
Mat Seman, supervisor of my internship. This project took place at Perpustakaan Tengku Anis
(PTA) exhibition board and was given two weeks’ time to complete before the day of the
Ramadan arrive. The purpose of why this special project was chosen is because creates cultural
awareness and education. It helps educate library visitors about the significance of Ramadan,
which is the ninth month of the Islamic lunar calendar and holds great religious importance for
Muslims worldwide. Not only that, but it is also celebration of festivities. Just as libraries often
have displays for various holidays and cultural events, showcasing Ramadan festivities
contributes to the library’s role as a community hub that celebrates diverse cultures and

traditions.

This project started on 15t March 2024 — 12t March 2024 for the Perpustakaan Tengku
Anis exhibition board. The special project was made by using canva, A3 paper so that it would
look bigger and better so that it is easier for people to read. Most of the information about
Ramadan, we showed and asked Dr. Muslim, Mrs. Norfitriah, Mrs. Nordelina and Mrs. Alina
to check it firsthand. Within the exhibition’s board area, there are two shelves on the left and

right and in the middle is where the exhibition board arranged.

Figure 73: Before the cleaning process
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Figure 74: After the clean up
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Figure 75: The template of Ramadan on Canva
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Figure 78: Preview of the last process
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Figure 79: Pictures taken by PTA Staff and post it on the library's official Instagram.
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3.4 EXPLANATION OF THE SKILLS, KNOWLEDGE, AND COMPETENCIES
APPLIED OR DEVELOPED DURING THE TRAINING PERIOD

3.4.1 Skills

1) Information Literacy

e Research Skills: Developed the ability to effectively search for and retrieve
information from various databases and catalogues.
e Evaluation Skills: Learned to critically evaluate sources for credibility, relevance,

and accuracy.

2) Customer Service

e Communication: Enhanced communication skills through interactions with
library users, including assisting them with inquiries and guiding them in using
library resources.

¢ Problem-Solving: Developed problem-solving skills by addressing user issues

and finding solutions to their information needs.

3) Technical Skills

e Library Management Systems: Gained hands-on experience with web-based
integrated library systems (WILS) such as Libsys7, which is used for cataloguing,
circulation, and acquisition.

e Digital Tools: Familiarized with digital repositories, online databases, and e-

resources platforms.
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3.4.2 Knowledge

1) Library science

Cataloging and Classification: Deepened understanding of cataloging
standards (e.g., AACR2, RDA) and classification systems (e.g., Dewey Decimal
Classification, Library of Congress Classification).

Collection Development: Learned about the processes involved in selecting,

acquiring, and maintaining library collections.

2) Information Technology

Database Management: Gained knowledge about managing and maintaining
library databases and digital archives.
Digital Libraries: Learned about the creation, management, and dissemination

of digital collections and resources.

3) User Services

Reference Services: Enhanced knowledge of providing reference services,
including using reference interviews to understand and meet user information
needs.

Information Literacy Instruction: Developed skills in designing and
delivering information literacy programs to educate users on effectively

utilizing library resources.
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3.4.3 Competencies Applied/Developed During the Training Period

1) Professionalism

e Ethics and Responsibility: Demonstrated ethical behaviour and responsibility
in handling user information and maintaining confidentiality.
e Time Management: Improved time management skills by balancing various

tasks and responsibilities within the library setting.

2) Adaptability and Flexibility

e Adaptability: Learned to adapt to new technologies and changes in library
procedures.
e Flexibility: Showed flexibility in handling different tasks, from technical

services to user services.

3) Teamwork and Collaboration

e Collaboration: Worked collaboratively with library staff and other departments
to achieve common goals.
o Leadership: Took initiative in projects and demonstrated leadership skills in

guiding junior staff or interns.
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4.0 INDUSTRIAL TRAINING REFLECTION

The industrial training for 2 months from 4™ February 2024 till 28™ March 2024 at
Perpustakaan Tengku Anis, UiTM Machang has given me opportunity to apply all knowledge, theories,
leadership, and communication skills, also able to gain experience in completing the tasks that was
given to me. My time at Perpustakaan Tengku Anis has been immensely rewarding, with each
department offering a unique perspective on library operations and functions. Through my involvement
in cataloging, customer service, record management, and program development, | have gained a
comprehensive understanding of the diverse responsibilities that contribute to the efficient functioning
of the library. All the task experienced when assigned in each department available at Perpustakaan
Tengku Anis (PTA), has given golden opportunity for me and a lot of exposure on each department
functions that combined as an organization. Each department are crucial to enable the PTA to deliver

good service and performance for their patrons which are mostly students and not excluded UiTM staffs.

Not to forget on skills or working experience which from technical skills like cataloguing skills,
customer service skills and ethics, management of records (physical documents) and other important
pdf files like Institutional Repository (IR) materials, etc., which these skills will become valuable
knowledge to use when working in a library institution soon. The hands-on experience gained during
my internship has not only enhanced my proficiency in these areas but has also instilled a sense of
confidence in my ability to navigate complex tasks effectively. Other from that, involvements with
programs that are held by PTA also become a golden opportunity to learn on the process of program
construct, from the first to do till the last thing to do when making new program that will give benefits

to community and PTA library users.
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41 DISCUSSION OF PERSONAL GROWTH, SKILLS ENHANCEMENT &

PROFESSIONAL DEVELOPMENT

411 Personal Growth

During my industrial training at Perpustakaan Tengku Anis, UiTM Machang, |

underwent a profound journey of personal growth. Exposing myself to real-world challenges

enabled me to develop resilience and adaptability. Each obstacle encountered became an

opportunity for learning and self-improvement. Through navigating diverse work

environments, | gained a deeper understanding of my strengths and weaknesses, which in

turn, allowed me to refine my character and expand my capabilities. This period of

introspection and growth not only empowered me to overcome obstacles but also instilled a

newfound confidence in my abilities to face future challenges.

Increased Self-Confidence: Engaging with library users and staff daily boosted my
confidence. I learned to handle various inquiries and tasks independently, which made
me more self-assured in my abilities. For example, when tasked on different
departments with different types of library staff, I initially felt nervous. However, after
been through all of it in two months, I fought my fear and let myself loose, I felt a
noticeable boost in my confidence.

Enhanced Responsibility: Managing tasks and ensuring they were completed on time
taught me the importance of responsibility and accountability in a professional setting.
One example of enhanced responsibility was managing the inter-library loan requests.
I was responsible for ensuring that all requests were processed accurately and promptly.
This task required careful attention to detail and a commitment to following up with
both requesting and lending libraries, which reinforced my sense of accountability.
Improved Interpersonal Skills: Interacting with diverse users and colleagues helped
me develop better communication and interpersonal skills, making me more adept at
understanding and addressing different perspectives and needs. A specific example of
improved interpersonal skills was when I assisted a student with a research project. By
actively listening to their needs and providing tailored resources, I was able to build a
rapport and help them successfully navigate their research challenges. This interaction
highlighted the importance of empathy and effective communication in providing

excellent customer service.
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4.1.2 Skills Enhancement

The industrial training provided a fertile ground for enhancing my skills across various

domains. As | immersed myself in the tasks assigned within each department, | underwent

a transformational journey of skill development. Notably, my leadership abilities were

cultivated as | shouldered responsibilities and led initiatives within the organization.

Collaborating with colleagues and stakeholders not only sharpened my communication

skills but also honed my ability to work effectively in teams. Additionally, the hands-on

experience in cataloguing, customer service, and record management equipped me with

invaluable technical skills essential for thriving in the library and information science sector.

Technical Proficiency: I gained practical experience with library management systems
and digital tools, which improved my technical proficiency. I became adept at using
software like Libsys7 for cataloguing and managing library resources. For example, |
became proficient in using Libsys7 for cataloguing library materials. I learned to enter
new acquisitions into the system, update records, and manage the circulation of items.
This hands-on experience with library management software significantly improved my
technical skills.

Research and Information Retrieval: My ability to conduct research and retrieve
information from various sources improved significantly. I learned advanced search
techniques and how to evaluate the credibility of sources. One notable example of my
enhanced research skills was when I assisted a faculty member in locating historical
documents for their research. By employing advanced search techniques in various
academic databases, I was able to find relevant and credible sources that the faculty
member had not previously accessed, demonstrating my improved information retrieval
capabilities.

Customer Service: The hands-on experience in assisting library users honed my
customer service skills. I learned to effectively communicate with users, understand
their needs, and provide appropriate solutions. An instance of enhanced customer
service skills occurred when a user approached me with a complex query about
accessing digital archives. I patiently walked them through the process, demonstrating
how to use the digital tools available and ensuring they felt confident in navigating the
resources independently. This experience reinforced my ability to provide clear and

effective assistance
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4.1.3 Professional Development

The industrial training acted as a catalyst for my professional development, laying a
sturdy foundation for a career in the library and information science sector. Through
immersion in the daily operations of Perpustakaan Tengku Anis, | gained a comprehensive
understanding of library functions and organizational dynamics. This exposure, coupled
with the acquired technical skills, positioned me as a competent professional capable of
making meaningful contributions in similar domains. Moreover, the experience provided
invaluable networking opportunities and insights into industry best practices, further fueling
my aspirations for professional growth. Overall, the training not only broadened my
horizons but also fueled my passion and determination to excel in the field of library and

information science.

e Project Management: As part of a library special project, [ was involved in creating
and planning the renovation on the library exhibition’s board and ensuring minimal
disruption to library services. This experience improved my project management
skills, including planning, organizing resources, and meeting deadlines. It also taught
me the importance of collaboration across departments and effective communication
with the organization.

e Career Path Clarity: The practical experience helped clarify my career goals and
aspirations. It reinforced my interest in pursuing a career in library and information
science and gave me a clearer idea of the specific areas I want to focus on, such as
digital libraries and user services. A specific moment that clarified my career path was
working on a digital preservation project. I realized my interest in digital libraries and
the importance of preserving digital content for future access. This experience
solidified my aspiration to specialize in digital library services and pursue further

education and training in this area.
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42 EXAMPLES OF PROJECTS, ACCOMPLISHMENTS OR CHALLENGES
OVERCOME

4.2.1  Successful Project

The special project, which is, “EXHIBITION BOARD: RAMADAN KAREEM”,
this work given by Mrs. Norfitriah Mat Seman herself as for my two-months internship here.
The project was quite a hassle at first as there are many things to fix, especially to find and
re-check it regarding Ramadan’s information so that it is not the fake information. However,
from 1% March — 12" March 2024, | was already making my move and make the work faster
as | love to finish it completely.

Figure 80: Picture taken by Ms. Sazlina and posted it on PTA's official Instagram
social media.

Over the moon, the special project itself became successful. | did not do this project
alone but by having another intern, Shaza helping me out to complete this project together
as well as the library’s staff. They all gave me some advice, what to do and what not to do,
and I took it for granted
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4.2.2 Accomplishments

ii.

Cooperation:

The cooperation skills which are gained by involving with other staff on
programs and activities that are being held during the industrial training period.
Specifically, the activity that need cooperation with others like Program: Musafir
Ilmu: "Ride to Bukit Keluang” and other programs helped me to interact well with
other staffs and helped myself to give contribution during the happening event.
Communication skills:

The effective communication skills important to able to have good discussion
among colleagues and able to solve many problems that may occurred during
working in the organisation. The top management in the organisation must be able
to conduct their lower management personnel with good communication, and
sometimes two-way communication are needed to improve the working
performance of all staffs of organisation. As for me, communication skills are
specially gained when completing Exhibition Board: Ramadan Kareem for the
special project, which consulting with the staffs that guided and advice with this

project.

4.2.3 Challenges Overcome

In my opinion, there are some of difficulties I had throughout my industrial training at

Perpustakaan Tengku Anis (PTA) where | have a problem with the using of PTAR Mobile

Apps. It is because we must scan QR code that have been provided at the entrance of library

but there will some problem with some students cannot use the apps. For example, there are

some students have a problem with the scan or in mobile apps so that the student must key

in their matric number at the counter.

S

Figure 81: Student must key in their student ID
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CHAPTER 5:
RECOMMENDATIONS
&
CONCLUSION



5.0 SUGGESTIONS FOR IMPROVEMENTS IN THE INDUSTRIAL TRAINING
PROGRAM

1) Structured Training Modules: Implementing a structured training curriculum with
clearly defined learning objectives for each department would enhance the overall
effectiveness of the industrial training program. This would provide trainees with a
roadmap for skill development and ensure comprehensive exposure to all aspects of
library operations.

2) Feedback Mechanism: Implement a feedback mechanism where interns can provide
regular feedback on their training experiences, including strengths, weaknesses, and
areas for improvement. This feedback will enable continuous improvement of the

training program based on the needs and perspectives of the interns.

5.1 RECOMMENDATIONS FOR THE ORGANIZATION TO ENHANCE THE
INFORMATION MANAGEMENT PRACTICES.

In order to support the Cataloguing Unit in maintaining the data as Resource
Description and Access (RDA) for the books cataloguing process and RFID tagging process,
which are critical for the security of the books in PTA, | suggest that PTA hire more staff

members. These are two difficult procedures, and the PTA has a sizable book collection.

Besides, training and development. Provide ongoing training and development
opportunities for staff members to enhance their information management skills and stay
abreast of emerging technologies and best practices in the field. Investing in professional
development will empower staff to effectively leverage information resources and contribute

to the organization's mission and objectives.
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5.2 CONCLUSIONS

In conclusion, reflecting on my two-month industrial training at Perpustakaan Tengku
Anis (PTA), I am grateful for the invaluable experiences and skills | gained as a library staff
member. The training provided me with hands-on exposure to essential library management
skills, including computerized cataloguing, customer service excellence, records management,
and effective communication within and outside the organization. Moreover, | had the

opportunity to develop skills in poster design and leadership, enriching my professional toolKit.

These experiences have not only enhanced my theoretical knowledge but have also
prepared me to confidently navigate real-world library environments in the future. | am eager
to apply the knowledge and skills acquired during my training to contribute meaningfully to
the field of library and information science. I look forward to leveraging this foundation to

excel in my future career endeavors.
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1. ATTENDANCE

5
a UNIVERSITI
@ MArRA

Sila Pilih Credential Anda Untuk Log Masuk.

Pelajar Praktikal UiTM/SKP

Pilih kategori Anda ..

Tetap/Kontrak Lantikan Shah Alam

Harian/PTFT/Kontrak Lantikan PTJ

Pelajar Praktikal UiTM/SKP

Pelajar Praktikal Selain UiTM

MPP UiTMCPP
SELAIN STAF DAN PECAJAR UITI = YANG BELUM MEMPUNYAT AKAUN;, SILA
DAFTAR DAHULU PADA PAUTAN DIBAWAH

B MANUAL PENDAFTARAN UNTUK INTERN
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NEENay
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Universiti Teknologi MARA
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s ’ )
Selamat Datang, NURUL IZYAN BINTI SHAMSUL ZAMDI —
Log g y,
2 " N
eClock
M ehadiran Berty etika Perintah Kawalan Pergerakar
Sils gunakan Mczilla F Chrome stau Ssfari (105) untuk paparan dan penggunasn lebih efisien |
rEern urtm

Rekod Kehadiran Bertugas Pelajar
N ey T : Praktikal

SELAMAT DATANG
NURUL IZYAN BINTI SHAMSUL ZAMDI
(] L]

Sila Clock-In Tugas Anda Hari Ini.

® Clock In | ® Clock ©
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fintern witm

NURUL IZYAN
BINTI SHAMSUL o
ZAMDI

&* eClock

DU > REKOD CLOCKING

éékod VCIocking Anda

Profile Anda
NO PELAJAR 2022745179
NAMA:NURUL IZYAN BINTI SHAMSUL ZAMDI
WFH : Work From Home

WFO : Work From Office
FLE : Flexi

MY CLOCKING
Rekod Clocking Anda Untuk Sebulan

2024 - Mac

- CEC=ED

04-02- AHAD 08:31:10 View Map 17:09:09 View Map WFO Catatan
2024
05-02- ISNIN 07:50:46 View Map 17:02:26 View Map WFO Catatan
2024
06-02- SELASA 07:50:35 View Map 17:02:41 View Map WEO Catatan
2024
Vz
07-02- RABU 07:53:27 View Map 17:18:36 View Map WFO Catatan
2024
Vz
08-02- KHAMIS 07:52:09 View Map 15:37:26 View Map WFO Catatan
2024
Vi
11-02- AHAD Catatan
2024
4
12-02- ISNIN Catatan
2024
4
13-02- SELASA 08:04:24 View Map 17:18:21 View Map WEO Catatan
2024
14-02- RABU 08:36:57 View Map 171411 View Map WFO Catatan
2024
15-02- KHAMIS 07:43:55 View Map 15:35:28 View Map WFO Catatan
2024




18-02- AHAD 07:53:05 View Map 16:58:29 View Map WFO Catatan
2024
4
19-02- ISNIN 07:58:54 View Map 17.06:13 View Map WFO Catatan
2024
20-02- SELASA 07:57:15 View Map 17:01:49 View Map WFO Catatan
2024
21-02- RABU 07:57:26 View Map 17:01:25 View Map WFO Catatan
2024
4
22-02- KHAMIS 07:54:55 View Map 15:35:22 View Map WFO Catatan
2024
25-02- AHAD 07:53:48 View Map 17:03:33 View Map WFO Catatan
2024
26-02- ISNIN 07:57:27 View Map 17:02:47 View Map WFO Catatan
2024
27-02- SELASA 07:45:34 View Map 17:05:45 View Map WEO Catatan
2024
28-02- RABU 07:48:52 View Map 17:02:40 View Map WEO Catatan
2024
4
29-02- KHAMIS 07:40:59 View Map 15:30:36 View Map WEO Catatan
2024
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03-03- AHAD 07:46:48 View Map 17:00:13 View Map WEO Catatan
2024
04-03- ISNIN 07:47:37 View Map 17:03:56 View Map WFO Catatan
2024
=
05-03- SELASA 07:43:57 View Map 17:05:58 View Map WFO Catatan
2024
4
06-03- RABU 07:39:28 View Map 14:13:44 View Map WFO Catatan
2024
£
07-03- KHAMIS 07:39:12 View Map 15:31:43 View Map WFO Catatan
2024
4
10-03- AHAD 07:51:06 View Map 17:01:51 View Map WEO Catatan
2024
11-03- ISNIN 07:52:28 View Map 17.08:17 View Map WEO Catatan
2024
12-03- SELASA 07:45:46 View Map 16:33.09 View Map WFO Catatan
2024
13-03- RABU 07:53:12 View Map 16:43.20 View Map WFO Catatan
2024
14-03- KHAMIS 07:51:14 View Map 15:00:25 View Map WEO Catatan
2024
17-03- AHAD 07:57:07 View Map 16:30:28 View Map WEO Catatan
2024
18-03- ISNIN 07:57:53 View Map 16:30:55 View Map WEO Catatan
2024
19-03- SELASA 07:52:39 View Map 15:00:17 View Map WEO Pelepasan Rektor. Tiada bekalan
2024 elektrik
20-03- RABU 07:52:04 View Map 16:30:06 View Map WFO Catatan
2024
21-03- KHAMIS 07:51:05 View Map 15:00:38 View Map WFO Catatan
2024
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07:57:47

View Map

View Map

View Map
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16:30:44

16:36:04

16:33.56

View Map
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View Map
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=
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2. INDUSTRIAL TRAINING SCHEDULE AT PERPUSTAKAAN TENGKU ANIS
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3. PTA PROGRAMS INVOLVEMENT

a) PROGRAM: MUSAFIR ILMU: "RIDE TO BUKIT KELUANG" on March 6™, 2024,
and this program organized by Perpustakaan Tengku Anis UiTM Cawangan Kelantan
in collaboration with the Academy of Contemporary Islamic Studies (ACIS) & UiTM
Bikers Club.

PROGRAM MUSAFIR ILMU: 3 =3bws £ 555
BORANG

BAYARAN

BUKIT KELUANG BESUT, TERENGGANU
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b) PROGRAM WADAH ILMU: TANYALAH USTAZ SIRI 1 on February 26%, 2024
(Monday), and this program organized by Perpustakaan Tengku Anis UITM Cawangan
Kelantan which was held on Tengku Anis Library YouTube Channel Live Broadcast:
https://www.youtube.com/watch?v=-Y GOtShVNkg

Al 6"
'LUJL "M«(’mf
(17
Q\Jzﬁ:
WReS
LIV Pt

TOPIK
AHLAN WA SAHLAN NISFU SYAABAN

TARIKH & MASA
ISNIN, 8:15 PAGI
MOHD KHAIRUDDIN MD SUL HAIMI 26 FEBRUARI 2024
Pegawal Eksekutif (Hal Ehwal Islam)
SiMBDE 86 = "I = © O Ol uw 92000 UNVEEE | Uy o2 iy

IR/ m‘mv
CUW“KIYY ENGAGEMERT
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¢) PROGRAM "AUTHORS TALK @PTA": AKU DIA & KOPI organized by Tengku
Anis UiTM Kelantan Branch Library will be held on March 10" 2024 (Sunday) and
started at 3:00 p.m — 4:00 p.m, which was held on Tengku Anis Library YouTube
Channel Live Broadcast:

https://youtu.be/MPEBL10wBWQ

U N!\ FR%]TI
;_;15. % i Teruskanlah berbuat baik kerana
7 e W kamu tidak pernah kehilangan
{ oo orang lain. merekalsh yang
! Nak tau tak kisah ‘~ kehilanganmu. - Cappucino

|| disebalk pelbagai kopi?

AKU ‘Q \‘ Jom ikuti resensi buku ini
& iy)\‘ A\ s Orang—orani bahagia tidak
s ada masa untuk menyindir dan
. ST \ /—\ mencela orang lain, hidup

J ) S senang, jiwa tenang. - [atte 7

— ] anganlah risau dengan

badan yang besar.
& 1oMac2024 RUANG LCE ' kerana yang kurus pun
300 - 4:00 PETANG ARAS 1, PTA ' tidak bangun tahajud juga.

LIVE| SALURAN YOUTUBE RASMI v, MOChﬂ
PERPUSTAKAAN TENGKU ANIS

DOIN MDISUL! .
PEGAWAI EKSEKUTIF (AL EHWAL ISLAM) “|

§duon T @274 EhM B DB B © *= MEE = © @ ONE wer Q2OQO| U7 VHmM | U555 b

"COMMUNITY ENGAGEMENT
{ @PTA
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T KORPORAT & KOIASOR RAT & KOUABORAS
PERPUSTAKAAN TENGKU ANIS WAl PERPUSTAKAAN TENGKU ANIS
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4. ROUTINE ACTIVITY

a) Morning book shelving
8:00 a.m. — 8:30 a.m. (Every working day)

. 1 ~ i 1] 1
e - N\ “ { i M \
g LRI 4 4 | f
N " P 5 E | l
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4
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Uwnrversmt TeknoLoc Mara

PRACTICAL TRAINING
LOG BOOK



Instructions

This book & issued to you 1o provide a history of your raining and to 20t as o weekly record
by the work an which you are engaged.

Student’s responsibilitics for keeping g book up-lo-date

Immedintely this book s lsswed to you, you should, in comsultation with your Training
Officer, complete the details requrred on the previous page.

It i3 vour responsibility 10 make the main emres of the log book and keep it up to date.
Entries must be regularly indtalled by your Supervisor, You must easure that!

It is a available at your plece of work during your iraning.

All entries, except skeiches, are made inink.

Entries are made within p week of the work (o which they refer,

The book is handed 1o vour Training Officer for retention on your relufi o
LIaTM and this will kater be handed to the Head of School for grading.

H o fad bEF =

Recording

The big book should condain the following informatwe:

1. A neat concise description of each of your training kecations and the work on which
you are engaged,

2. Relevont skeiches, data and circurt dagrames.

3. References wo textbooks, standards and other technicnl information related to the work
beang under taken.

4. Constructive comments on the work being undenaken and your considered opinion as
10 its valus ns training.



1.  Student’s name: NURUL. [XYAN BINTI SHAMSUL  SAMOI

---------------------------------------------------------------------------------

2 Date & Place of Birth: ....c....cooveivnnns i naesnieh e e s e Bl § A (VR S e
3. UITM UC No.: 2000 TS TG e
4. Course: IMItH# - OIPLOme  IN LIBRARY INFORMANCS e
5. Year: ... 092 -2024 Part: ............... S
6 Home Address: ...covvvveeierneiiineiieeaieseanieeanmmn et caaenes e e e

sasser s sl e afina van e e st ssisbaasasEa ARy e T LR T T R
7.  Address during practical training: ...c.....c.oooiinn Ereeueerennnns

----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------

A N G et e n e e
9. Name of Supervisor in-charge: .NORFITRING .MAT SEMAN i,
10. Duration of training: From: ..t ..(.9.‘51..{.‘?.’:.}59:(.{..... to........ "3/':0‘; LA
FOR OFFICE USE ONLY

11. Remarks: (Dean/Course Tutor)




DATE

EXACT NATURE OF WORK DONE

SUPERVISORS REMARKS

4 [ 02/ o024

Internship feport vty of the acministahon
~7
dfpice  UiTm Machang fo Mrs- Kaihan

who /s the senior clerk in The adminishakiar

depart ment. Then, fillec few forms ancl

fecoived pPunch carel for fwo months , evén

though | was Micl that weé are asi:g;
(74

online punch Carel gystern which (s, C-ClXE,
fApter that selp reported at P&pusfakaan

Teryh; fnis_CPm) chore ! met my

internship _Supervisac , Which is, Mrs. Noffitrcih

mat _Seman _cnel fo Otpoty Chiep Librarian

Mies- Bling Hussein . Mrs. Nocpibich  exPlainec)

and Spowed me The Offfcial websile of

Pegusraraon Tenky Hms (Pm) and  her

ancl _Mrs- fling_gove me ar Intracluctoy
Session cbout the library and eliso an

explanakion Wwhot lases oo (neea fo do

while Injem here. Not onty that Mirs- Nodfitach

gove me g fosk which s, Virtuot  exbibitions

do put ik _the Pm's websies - Then, |

met with Mrs. Proesuling O Senior Clerk

Timbalan Ketua Pustakawan

why Mace and‘gave my ktemship 'S
schecuie . A1 that  bme, 8- Sazling  took me

Pmumkan Te:zku Anis

For o four Session in the Iibra;q ancl

niodvced fo each part of fne unit in the

libay which ae, Reference Résovee Urivesity

unit, Dygifal Librag‘ Library Management,

v

Univegity Brehive Deportment enel Librany Sereice

88



6 [0 /2004

Tdaq, [ wos toid_by Mrs. Amesvfiny fhat

at €:00 a-m oalil 8'30am Started bq

Shewing books ot the libminy. S an i hfcm,
7 NS

They aieady prepare shelves for Specicilly

for proacheet! stuclents. Affer done, Mis-

MNorfitnah Csiad me to ﬁjain an vtakon

creative Qublishing Course wmq Canva_Which

hetel on he Wepex mcelmq plcdfbrm that

Storted df Q:00 a-m unhl #:30 p-m while

I'm coing my fask . According 1y the schedvig
4 -~ N

wven fo m w i e/ cl
3»'8 fo me [ csa.ss:gned for ight %45

in Libragq Serviee Unif which is | went fy

There , . Monel Rosti  brieped fo me cbout

Customer Service  Unit[clopatment first

this unit funchonatity and the press of
N

Catdiogng The librony Mattnals. In aeldihan ,

he aiso éxplained on libmg Cafalanq sysrem

Which is on WILS . yitm - edv. nzy/hb;us7 the
advanrqges ancl chadVOnfagq of urmq web

Basect_ Infegpatecl leraq #‘""’" ( wus) anc

how fo keep in the dettey of available bopks in

Wies _ system . for example cataioguing

C vei ﬁcahoo upclefe howmgs @dd'f ke D

and also Cireutation ( cmd: out check in

fenewal , loke fee Colieckion ), anel many

Other's fhat mr. Rosi hoel expicinecl 1 me.




6 [oa/a00y

fs wvar at §:00 a.m unfil 8:30a-m |

will Sferr Shewving books accoreling o

hg ~7
fheir can numbess. | Conbavec! my oluky af

ey . ~ ~
customer sewviee umt. This tfme, fir

Zalani _explainect _fo _me full_defeiils on

the WILS syskem ewore , the 850 (

Uitm Booking System ) which the studlents
V A

bao k any Mom on their twn Or vse ther

Stuclent's icl unless , they use lecturers 's la
~

or stapr’s ld. Blso, he showect me

Reperence  Dese_management  System (Roms

which Is whee Stdenls osk and the

huu,y 's staff Wil Cnsewer The gueshon .

flor only that 0r Zaon tovght me

dbour fﬂl‘tr leray Locn CJZ.L) as well .

|TLL 15 the cocpercifive arranqemcd‘s amorg

libreies  that  clloess  Books and other

mafenals fom one librany To be (banecl out

10 a pokon from another library .

1[03]3004

At &00 am ookl 8:30 a.m | Will sfort

m}doﬂu fuhne bu shewving books on
Fne “ihelves . Mr- Rosti Showed me  fhe

' cléaiance 103 book = PR pine hanclover (0g

book and fine eeceipts . ifter he was clone

bﬁ?ﬁfn he gave a fask which wos

N

aochec] copy of Mransackion receipt

VIT-10e5 1552

Mp@y Librory Tesgky Fnis (P).

» Af 12:00 pm fo [:00 p-m ancl at 3:00 pm

fo §:00 pm 1 for corc of the counter.




. § [09]2004

M §:00 am fo §:30 a-m, [Will S

my moming Sheiving baoks an fhe shelves
=" |74

~
Then | sat-oF fhe Customer— service counker

fo fin in e Mr. Hime as he hod other

fask fo cdlo for a while. Stidents came anc

" WiT-19e2 1U04

=
=

:

“scon_the _MopileBpps but-if fhey can't, they
Peect fo wrile clown Their Student or staff's

1d o get in_ancl_afftr that, | win Fey

in their Id’s 1oty the "@Km {q.mm" which

is Librqr_’q Visior . Dfterwarel, | wiite my
repot_ancl My logbook fo_pass _fime.

-

q [ 02 /2024

Pubtic Hoiiday C tstax mikrg D

loa/ 2034

) Lunar New

2] 02] 2024

J Year

S U1 IWED 1938

kd

13 /0] 2024

Mes- Syomsitacwok came ancl _ask me fo

heip  her with fThe Pideliehead os foclery

fhere cve visibhs win come fo the

Pecpustaraan Te@ko Bris os Mrs. Norfihioh

clicl mentionec! fo me before. It wes

7engto Fms  Uibrogy Meﬁrg S f’?)en‘ Mmrs-
Norfitnoh oskec) me fo help ta the FEifchen

with Other Staft which are. Mrs. Maiaaky,

0111065 1952

Mg - ﬁn@wﬁ{vlq end M. Syamsilawoh_ fo
prepace o dish cailed! Nasi Kok Wok for

the visifoes IO goeds) 10 the Cavender

Room.




14 [ 03 [ 2034

COnﬁnwd cloir:,q nslqalar tosks at fhe
Counter. Studenls wonteel fo check out-

a few bm thett fhf,q want 1o bonow

ancl _also_fecoived few cashléss palymenis

for fhe prinh'rq service ancl lale clue

poyments - ﬁf/cf‘ thot,  recorclecl  The

fine recepis Mmm' bu wnlmq i+ in the

|| |7

199 book .

1S /022004

At8:00 a-m o §:30 am, ervey 7Eur;daus

alt of the hbrarq ‘s stafy mcludma @-W‘

most_cecitecl _surcth_yasin _together - Zwe

Only reacl gvroh_ yasin 0N the semesker
breck  which are fws months of me

cloing prachcal . Afker that, Mes - Nordeling

folel call of » fo eat breakpost Which are

2 mwclles (mee) anel cliink some  hot

nescafe 1o the lavencler room . 77)eq, !

went fo finish my tosk cs wverd but this

fime the counter semice ar fhe second

ing

Ploor with Mrs. Barna ( €search (Carping

Vv
ancl Peference  Unit). This is the onik ther

houses the Cencyclypedia, dichionaries,

bivliqgraphies , bogmphies , Yeerbooks,

handboogs ancl gevesies.

notes :—

2@3alar moming Shelving books on

13/a anct 14 [2.




(€ /00/ 2024

' I'm 2ssiqnec] a my
s smrﬁ?j fbdgy_. L L

Seegnd_yoit_which ¢ Librony ﬁanmr:? aire

Development Unit € Cataigging Department)

Wk #

| for about fen days. Dr. mysin _priepect

fo me on kvciction cbout S unit and

fhe pocess of mfar%.h& The fr’braj Mmaten cls,
More detals ré gareling the class fication

Of library materials such as The use of

LCC por cataloging printed  bodks ancl LCSH
~t

for subject h@aa‘i@a-

Ly Before  Dr Mmustum brepedd fo me at

9:00 am P [:00 P.m! alt the PTh #Clﬁﬁs

had q meeting obout ngfam “6@29#8!

Sasaranr HEQQ Tahvnan CHRJU) while

| was Afuseeedd fo furee care Of the

cusfomer gervice  counter of the front.

19 [0a ] 3004

Té,daq, [was put yncler Mr. Hamour o quicle

and Showed me Mg faek . He is uncler

WUSLIM ISMAIL @ ARMAD

Pustakawan Kanan

Printeel Ressuree Unit . s j0b descrphions

——rerpustataan TengRy Anis
Universiti Teknologi MARA Cawangan
Kelantan.

ofe »

0 Impement materi ol sapety processes.
3 Impiement The materict  aceeptunc o

process thiough the wits system .

3) Process gift [ Aonalion matericns  Through

the wits System |

4) Updafe ROA daty (olc! moter;al )

5) Implement fhe purchase rfecommendclation

process Through  0Pac [ onine  recommenclafion

&) Pevicie _onetysis por guofakions .




ﬁOwever; Mr- Hamisur faught me his ofher

designatec! work ewhich /e :-
1) Online recommencletions

o) K eceiving
3) Invoice processing

D Gipt / AdHoC

ffTer fhat, Mr. Hamiour askeel for my_hep

o Stomp swnership of the books ( GrPr/ﬂ')HacJ

wahjed me To do the "Receiving" anel
- il

“ Gipr /RoHoc " on  wils system.

S0 [ 03 /o004

Mr. Hamiour gave Mme Ivads of Tosks cs

he wos away with spoars (Sukma) which

wos key in _the buok 'S clota  that the

venclor gave o PR os a g‘Pf’. 7776!),

at 9:00 pm fo #:30 p-m, [ hact fo

foke care of the customer servicC counter

as_the PIR's stopp ewent for a meeh‘rg

while | wos busy Wrikng My repdrt andl
~’ S g,

[09 book ancl cuso the virtual exhibifon -

MUSLIMHSMALLB-AHMAD

Pustakawan ianan
Perpusiziccan Tengku Anis

Unmivers:ii

TCRncionl MARA Cawengan

Kelantan,

31 [0a/ 2024

Confippest +he task gives by Mr. Hamidu
G Y .

which is, fi io_acguisiions oncl key

in_the gifts / posoc in the wis system.
besicles . Mrs- Maisaky demonstrate on how

fo_pay for books, e in, ancl updating the

peyment dato dn wils System .




22 /02 /s0a4y

Continveel to stamp The ownesship at

the kopks fhof skl clo ngt hove ocwnoship

Stamp- Stemped abour 20 books. hpte-

that Mres. Nordeing askeo me ancl other

intern  fo cleon the exhipifon boarel

ancl _the shewves fn with arts fo put 10

the &tore.

notes:- | Regrar momiag shelving books at €00 am
gt [
fo 5:80 a.m on [i/a fo 98/ea.
95 /05 / 09y | Complefing the work given by mes.
S - wd

Norfitnok , edhich (s virtual  exhibikons .

| macle fwo tites dp Virbat exhibilions

cwhich are “-‘if_qe - Bppropriate " and

“ Themecl Reacting” fo put it ioky PTA'S

L
website  ( Libragy exhibikiong) . Apter that
P

| was now put vncler Mr: Hosner, ancd s

gi.'ﬂmsﬂar.uah‘. Mr. Husnon En'ffrd ot lot

obout his work port which org .

MUSLIM ISMAIL @ AHMAD

Pustakaws= Fanan

1) Finet emel yplooe! arficles about batkik por

PorpusSiakaan .-nghu AN
Universlll Teknolog MAll4 Cawangan

Woalsntn e

local  content.

3) Compieting the physics of the new
mederial - Such as, pasting boreseles |, spine

labels , retum slips ond coteqory  Stickers

on meferals . Stamping FFAD, KPR anc Q

on rmaterials.

3) SLW_E:J fpcormmenclafion  The ugh OPAC
Conine Recommenciation ) .




26 /02 /2004

Mrs. Norfiliah askec me h join The

Pogram _tadah lmy : Tanyalah Ustas,

at &:06 am To 9:00 q-m which

heict on Tengkv Fnis Librag YouTob e

channe) live broaccast oncl locatecl

et LCE wom C PTIA stofr ang)-ﬂﬁe,wa

me_oncl _Other Stagp preparecl a clish_for

Mr. Mobhy Khaipelelin Md Syt Heimy anel

Other Stafys fo en/qg a heortful feast

fogether - Aret then, | cleaned and woshec!

all op the pates, servieg hays, glasses,

Spoons , fores and Others fo put it where

It haet  Taken - Next [ continuec! cloing

my du‘ly with Mrs-_Syamsilaweh, ho
showeel oncl explainecd fo me  whedt ancl

how fo remove ol labes on The book

Stamping dercperes  PAD, ROR__Ond Q _on
metenals and peplace it with the new

Ones . | managec! 1o 8hcked RAD sMipPsS fo

MUSLIM ISMAIL g AHMAD
LT

OS5 bodks and _register the books on

1 Pe_rpusukaan‘fezku Anis

RFID device - Then' [ aiso monaged b

Kelantan,

rcplace  the labels of Other 95 bOoks .

27/ 05/3024

L irmove otd lobers on 1he book ancl

reflace i+ with the new ones. Sficked 32

books on the sheip with RFID stips ond
then Scannect the RFIp Tags in #he books

anel uvsed the RFID clevices 'fb keep in the

clata .




af [08/ 2004

Stampecl few f?.’main;og books and stck PFID

StriP anel few Citvighon fecords pager in

the boors. Seme of the stuck of books

are  RFC (Release For Cireyration) which

e M- Homjour 'S neec fo do his port
lancl some other Stuck of boots &F are

"Shetpt  which means, this books con put

; - o
nto  their ossignect Shetves . Ihen, mrs.

Nordelina askecl _me o mede make G

|poster_for_an_event caled " Dia B

Kop" for on vpcoming event Soon.

99 (02 / 2024

On T‘hvrmlaj, as uvsven _there wil be surcth
Yasin mading at €:00 a.m t ¥:30 a-m.

s thisis my [ast dlay at Libra\%Plam@l

ancl Develgpment  Unit (. Cataloging o ) =

Mis. Moidatut Tayght obout poyment ancl

supplier invoices . She aiso faught me how
to write Invoice details in the book Ssuch

as PRN numpers orcler numper and price .

MUSLIM ISMAIL @ AHMAD

No)'any that ., Mrs. Maidafu) ajso '/nughi

i
Perpustakaan Tengku Anis

me how to enter the Suppliec's price

Universiti [gkn%!og' MARA Cawangan
elantan.

information into fhe system.

1

notfes - -

/m)min\g S/)elvirlc} bogks ot §:00 q-m fo
8:30 am on 95/0s fo 99/03.




a3/03/2034

At [0:00 am fo [2:00 p-m, fhee

was_a_meeting between the PIR l:bu,,,

Stupp o3 /hacl fo fake care of The

cosfomer Service counter . Later, at

[°00 p-m fo 3:00 p.m _there's a feost

for _Mr- Nik 's parcwan  ceremony . fifter

that Mrs. Norfitiah Tasked me with

decoiling_the exhibitior boarcl about

ka’m:dcln bq mahnq Q po.r{cr- about it

e

decorcife i+ bepore ﬁanmdan This 1's

aiso my first daq at O/qan;aahonal

ETEITT 1

ﬁdmm:.shuhve Um{- ancl Slrafeq:c P/anmnq

andd U'm ynee~ Mrs. ﬁme.suhcy the :emar

clerk - She lel me she moncges self-
N

feport exdmngg _ placement , Promeokon

ancl _fehrement Of librory Stagp . (Manoging
ancl pfepcxnglq Stoff du@ Scheclvles or

manage the pile sysfem ancl at‘lm;r')i.!i'frzm‘f";r

fecorcls of the library.
NS

4 [03]o0ay

mrs. ﬁmesuhry qave _me¢_a tusk which
s 1o key In the close file list recoret

ofchive - Shc %augﬁ- me twhet and how

fo co 1t -Like, the record seporehion

NORFITRI Akt M [SEMAN
et A RN AN

form put it Info the close pile list

‘ERPUSTAXAAN TENGK UAMS

recorel archive ancl boy Jubel = ViTm

wTM CAWANGAN KELANTAN KAMPUS RACHANG
“wrrvaye XELANTRT o ————————

Storage recorc register (administrufive

file) in the excll sheet-




& (02 /2024

Continvec! by key in the recorel
(v o, :
Stporation form _inty the close file hst

recorel orchive e€xcel sheet -

NORFITRIAH MAT N :

PUSTAXANMAN KANA

UITM CAWANGAN KELAMTAN KAMPUS ACHANG | :
15500 MACHANG, KELANTAN x

6/03/200¢

Thece is a Pagram : Musapir Limv: "Ricle

1

fo Bukit Keluanq' A+ §:00 a-m tp G- o0

a-m, me anc afher stafps  Starfec bq

pmpamq anel pmwqu food_like bwad

botte af‘ weater, Orange and peanuts for

the stopr who weants fo go b nide b

bukt Kelang and fake core of
registrabion for those who register.

Withovt waskng fime M. Nbreleting

wentecl me anel Shaxa (intern) o come

with her fo go_buy a_present for
Ustaa fdr f'odcy 's fookirah - 77)e p/amnhr

CERPUSTAKAAM

SEMAN

contei'n prayer mat, kein /)elikaf ancl

ANS

FTM CAWANGAN KELANTAN KAMI'US MACHA NG
=500 MACHANG. XELANT A -

Two_perfomes - Afterwarcl, at 11300 a.m,

Mr. Homisor dmve the Theee of us b

Bukr Keweng Besut Terenﬂcmu with

fe [0fs of nasi FKukus {Ur those who

pochicipared this program. The Prgram

enclect _of~ (*30 p-m .

" 1.{03/3004

Last day of Organisational Administahive

(Unit and Shweqec Planning anq as usel

Mrs- Amesutny gave me the recorel

Sepohion fB’fm" and enker it in fhe excel-

JITM CAWANGAN KELANTAM XAMA
3500 MACKANG XELAMIAM

notes :-

R{gular mammq 8belwnq books On on 3[03

fo 7/03 especially =6 [oa-



10/03 /204 ﬁssigned for_five dsys 0 Aichive Unit .

Buiefect Q_,q Mr._ Wagiyvdlein twhat , when,

where ancl how on the archival works

and fasks , managing il ancl recorels by
o

this _unit. Therefore [ [€amt on the

Process of receiving files and docoments,

how fo clean the Confents of the file

sent by other unit of vitm (unit Hol Ebus

Pelojor)  andl fg amang the conknts of the

file- Apter that, my. warqf:ycddin wanfec)
me e fo clispase few old documents,

file, efe by vsing _cotting meching -

Besicles, at 8:00 p-m T 4:00p-m,

there's a pPgram collec "Authors Talk —
/ S —
@ P1A": Axu Dia 2 Kopi. which helel on Timbalan Ketua Pustakawan

Cow elantan.
Tengkv Bnis Library  YouTube Channel NT—

Live broaclcast onel _also _the prigram
located at LCE room Jspace (PTA

Stage-only . The ponas for this progom

is Mohd Khaioelein Md Sul Haimi ,

Executive Officer (tal Ehweal [Slam) and

the modemibor is Nik Mohammacl Lugman

A\~ Hakim Moha Rostan , Former MPP

Presiclent UiTmek 22123 .

11 /03/2024|Mr. Wegi yocldin guicled_andl _fought en

how fo keep in the metadata at Archivo

Management_Systems CAMS) on Mykm
Websie - Managed 1 keep jo the melvdata| 00 SSEIN

3 Perpustakasn Tengku Anis
£or {ow FI’CS - UiTM C~wangan Kelantan.




13 /03 /2024

Continve 1o dispose the shuclent's file

and then g_qicled Iy Mer. Wagt;t,wclclin

0n_how 1 _upclede the file on HMS
$ hich fo__pot purther cleteils ¢f

the type of clocomenis oncl confent that

A L O

available in the piles ( Studlents recorls) .

ALINA 8T HUSSEIN
Timbalan Ketua Pustakawan

Um Crwangan Emm

[ monagec o _gpclete few of the fie
rema}nigg-

13/03/202¢

Continved on ypdaling the file conlents

dn_KMS syskm for the remaining galla
ancd compieteel o the files 0 box. After

that mr. Ridavan 1a;£9hf me on the next

prbceSS, which was Scannin\g _process _and
I

such as, SUP exominakion, offer letter, Stuclent

learnt 0n how fo scan the files content i

informettion , ete . I fned scanning few

Timbalan Ketua Pustakawan

Pﬂﬂuu&n Tezku Anis

files ancl clouvby ~ Checked the scannecl

docoments That was savecl in the penclave .

Mr- Pidovan  also fmghf me how fo put

-ter  Uitm Wefermarks on scannecl files ancl

fo put passwordd for pdf file fo prevent

edi h‘n& funchion of the peIfs .

14 /03] 2004

At §:00a-m fo l1:30 a-m, PIA 's stuff

hae an “Pmanat Reklor " oncd so me and

Shooey C10Tern) huel 1o fukéng care of The

pont counter . Pfterwarels, | canhoved

fo cispase some of The studert’s file |eft.

After all of the file disposec!, now 1'm under




mr. dul , who is 1he any 10 orchive

Mmanagement Unit  dntike the other theee
Mr. uh%pua;n; M. Biclouors andd M.

Newari |, who s port of the recorcls

manggément  unit
\v4

Mr- ol _briefec regording Job Seape thich

cre bindingy services tndoor cincl dutdour,
L7 ’
Sewnge removal process onel reporr onel

exchor'vge _pv‘cfurc ﬁ’ames anl_posters: He

later told me abour binding , which is the

Jﬁlchir\ng , bondling or splicing of printed
poper_shees fo_make a book, megddine,

brochure anel Ofther reacling material - M-

Al fagghr mC the bincling procss sHep
Y

by skp - Thece are a lols of machine_and

AUN—A BT HUSSEIN
Timbalan Ketua Pustakawan

foors  use when cleing _bincling er other things -

0) Pho tastartke (0) bone - forcler

The machine : “The tools : T
O Goillotine 0 Knipe

3) Laminating 2) Seissor

3) Dn'uin& 3) peeclle

1) Blocking press %) Standing press

) Gwe mochie $) layng peess

6) Stifching &) ballag

D Kroy- tape 7) Shaighy - eclge

€) Wite - bineling & Bok. Kin

) COMb-bindits, q) hommer

n efe...




notes: —»

On_10 /03 and Il /03, just q requiar

mornin \vi y
13 $he ’2? books

Stording from 12 /03 |, pirsi day of Ramod
(v 4 T .

fo 14 /o3 thee are fodkirah, book

readiog Cterween PA's stajy) anel foclarss
Al- Qurpn .

(7 [03]2004

Thece are no electicity in the library of

8:00 a-m untl 10:30 a-m.

Hs for foday, I'm in my lasr ynit which

s Oigital !ibrag_(mif ancl Corporate

Communica hon - Mr- Haim ﬁu/ho s oné

of fthe Pepmibg Inskiwkional Unik Showec!

and _quided what- ancl _how regarcliog
Oigifat _Ubrany , colechion aveiloble, how

fo ypocd R, CO, at repository _System .

Negt, M- Roim favght me the process for

NORFITRIAH MAT SEMAN
PUSTAKAWAN KANAM

keep in _the Insilubonal Aepasifory Cir)

“’{ﬂ CAWANGAN KELANTAN KANPUS MACHANG
AN MACHANG KELANTAW

on_ Mykm Cmy Knowleclge Monagement )
website - He hoted and Showed t me how

— -

fo_enter fhe mekuclata for the pof Mdkddls

-

fo be keep io IR of Uitm Dygiteil Libreny

£0or Machong Cempus
L4 J -

g/ 03/20ay

Conlinved by (pIOad)'Qg MmeitericllS or

Keep in clata por Instivhional Repositony

CIR) malerials - There ae about 10

-]
PERPUSTAXAAN TENGKU ANES

T MACHANG. KELANTAN

HANG

pAf fes on IR at Mykm  website.



19/03/2004

l)erp.;.squam Tcxgtu Anis (PR is

experiencing a lack Of electricity which

hos affecied ﬁb@g Services.

Rector s departore  for foclay is _scheelviec!

RPUSTAKAAN TENGKU AMIS

* CAWANGAN KELANTAN KAMPUS MACHANG

aft 3_p-m.

20 /03 [2034

Mr- Haorie 'S tun fo assist and guide

me about his Work Stepe which are : -

0 managc and_coordinate pobuc _relations

programs , and /ibrag,{ prblications .

2) Monage ancl coordlinafe cooperalion gnel

Collaboration tith _external agenctes

3) Plaming and coordhinofing media _straregies

throygh _programs oGanwed by the library.

® Cogrdinate and manage the prporakion

of fibmg pPomolional _and _marketing

materialg  Cbrochures, pomphiets, and efz ..

%) Managigg meelia_coverage | press Conforences

N
PUSTARANRNIAAY

anc h'bfay mecha . coverage  reports -

&) Planping promokions _Throggh mass media .

ITH CAWARGAN KELANTAN KAMPUS MACHANG
500 MACHANG  KELANTAN

7) Managing focutly "laison™ officers.
) Deal“gn mass _mechi _Prdmokagnal

Maierials for publieily tnsicle _and 0ulsicle

the libragy .

q) Marage the lbragy s main  exhibjhon .

0) Pmmc reports  related  fo  éxhibikions

hela .




at /o3 /2004

Since  mr. boorie & onde~ Corpoceite  anc

—

Cottabarations  Unit, he fought me _how

o use “evore!Pess" ewhere he and ms.

—
—_—
—

Swiina  vpdede a new post regarding any
v v

erents _that— occuer. fo put- into buretin

Nv-‘- =y - L ol bl LAl !
e 1

UiTH CAWANGAN KELANTAN KABPUS MACHANG
E300 MACHANG KELANTAN

igra ond  Reacd @vitm. [ finishees obour

(8 post or events and Save it o8 clrapt .

notes: —»

On [7/03 fo 21/03 exept for

[Q/03 L there 's a fookiroh | book

reacling (P1R ‘s stagp ony) and tuclorms

Al- guran .

24 [03 [ 2094

fis for today [am now ynder Ms-Saaiina,

who s one of the Repo.sib@ Instivhional

Unit-and  Corporuke  Communicakion . Her

Work (s almost the same as Mr- Baim

andl_my._Hoarie . She_gave me o short briefed

regoreling  her cork scope whith ace -
W e
- Monage the yprod op Institulional

Itpa&f!'orq cie) medenialt.

—_—

FERIENE 1 F TAATY 1 oEmA™

= Manoging the digihaation of 1R materal

-

PERPUSTAKAAN TENGKU AMS
UITM CAWANGAN KELANTAN KAMPUS MACHANG |
5500 MACKANG XELANT AN -

- manabqe the fOXOnomg Csubject ) of the

-

matesial .

1

~ Manage infernal resovrce cligital mafericls.

'manqgc al:;g.‘rql materrals of exkmal

Sourees .

After that, Ms- saaiing favght me how to

- upload files intp IR, step by step-



25{03/ S0y

Ms- Saztina__baefed o me cbout her

other work scgpe whickh 5, Colpolate

Communication st like mr Hoore .
L

fler woms invoive with manage ancl

coorclinate  the management Of "Teu  Poom"

and  “Library Commifiee Er:%gmem» (LcE)

NORFITﬁlAz T SEMAN
SUST,

PTA , cooperohion end collubortion With

T CAWANGAN KELANTAN KARPUS w00 b,
AMACHANG KELANTAN

externct agma‘es, managing the wrm'ng,
v

publishing , and pfinﬁnq op offival _motesials,)

§pecial _publicah'ons and oMhers.

Mrs- Syamsiaweati  Then ugently askec!

for my help Iquardir\)g her excel which
] - RY

1S inkellec buey propecty .

26/03/ 200y

Accorcling o my 1nternship ‘s schecivle.
V —r

on 96 /03 ancd 27/03 | neec

nahoed anel prepare a report anc log

book for & Mmonths of Induskrcll

NURFH & %l SEMAN
“RPUSTAKAAN

'ucwmmm
UACUAMG KELANTAN

Tri Chtlfg

31/63/ 2004

Last day of intemShp ot Pvasfakaan

Tenqku Fnis .

N

28 [03 /202y

3
ERPUSI ANES

Novaut Al- Qurap  C fegional  holideay)
o N/

WACHANG KELANTAN






