
[image: image1.jpg]2s..,

deliberation




9

[image: image2.jpg]2s..,

deliberation




[image: image3.jpg]2s..,

deliberation





[image: image1.jpg]Appendix II
Training Needs ANALYSIS

(BORANG KEPERLUAN LATIHAN)

	A. Particulars of Staff (MAKLUMAT STAF)


	Name (Name)
	

	Post/Grade (Jawatan/Gred)
	

	Section /NREB Office (Seksyen/Pejabat NREB)
	


	B. General (UMUM)


1. Date of appointment


:___________________________________________

Tarikh Lantikan

2. Date of assignment to present job
:___________________________________________

Tarikh dilantik ke tugasan sekarang

3. Highest qualification (Certificate/Diploma/Degree/Master/PhD)

Kelayakan tertinggi (Sijil/Diploma/Ijazah/Sarjana/Kedoktoran)

__________________________________________________________________________

Year Completed:_______________ Institution:____________________________________

Tahun :


          Institusi

	C. Information of Current Job Descriptions (maklumat pekerjaan sekarang)


4. Is your present duties accurately described in the job description?
Adakah tugas yang anda laksanakan sekarang dijelaskan di dalam Senarai Tugas?

	Yes/Ya
	
	
	No/Tidak
	


5. What other duties do you do that need to be added to your job descriptions?
Apakah tugas-tugas lain yang perlu dimasukkan ke dalam Senarai Tugas anda?
	

	

	

	

	


6. What duties are no longer part of your job and can be deleted from your job description? (If  relevant)

Apakah tugas yang tidak lagi menjadi sebahagian daripada tugas anda dan boleh dikeluarkan daripada Senarai Tugas anda?

	

	

	

	

	


	D. Job Analysis (aNALISA KERJA)


7. List the most critical tasks that you need to perform in order to execute your job effectively.

Senaraikan tugas kritikal yang perlu anda laksanakan untuk memboleh anda menjalankan tugas dengan berkesan.

	

	

	

	

	


8. What is the expected output from your existing task?

Apakah hasil yang dijangkakan daripada tugas anda?

	

	

	

	

	


	E. Training Needs (KEPERLUAN LATIHAN)


9. To perform your current job, what training or skill do you still need? List the training in the order of priority (No 1 – highest priority). (Refer to Appendix 1) 

Untuk melaksanakan tugas anda sekarang, apakah latihan atau kemahiran yang masih anda perlukan? Senaraikan latihan tersebut mengikut urutan keutamaan (Nombor 1- paling utama). (Rujuk Lampiran 1)

	No.
	Types of Training

Jenis Latihan
	No.
	Types of Skill

Jenis Kemahiran

	1
	
	1
	

	2
	
	2
	

	3
	
	3
	

	4
	
	4
	

	5
	
	5
	

	6
	
	6
	

	7
	
	7
	


10. To perform other jobs in the organization, what training or skills would be required? List the training or skills in the order of priority (No 1 – highest priority). (Refer to Appendix 1)
Untuk melaksanakan tugas-tugas lain di organisasi, apakah jenis latihan dan kemahiran yang diperlukan? Senaraikan latihan tersebut mengikut urutan keutamaan (Nombor 1- paling utama). (Rujuk Lampiran 1)

	No.
	Types of Training

Jenis Latihan
	No.
	Types of Skill

Jenis Kemahiran

	1
	
	1
	

	2
	
	2
	

	3
	
	3
	

	4
	
	4
	

	5
	
	5
	

	6
	
	6
	

	7
	
	7
	


11. List all the training that you have attended last year? (Please use attachment if not enough space)
Senaraikan semua latihan yang telah anda hadiri pada tahun lepas? (Sila gunakan lampiran jika ruang tidak mencukupi)

	Name of Training

Nama Latihan
	Date

Tarikh
	Venue

Tempat

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


12. What training or skills have you acquired outside your current job that may be relevant to NREB? (e.g. OSHA certificate, CIDB training etc.)

Apakah latihan yang telah anda perolehi diluar bidang tugas anda yang mungkin berkaitan dengan NREB?

	

	

	

	

	

	

	


	F. ASSESSMENT ON INDIVIDUAL (PENILAIAN INDIVIDU)


SCALE FOR INDIVIDUAL ASSESSMENT
    SCALE FOR GAP (SKALA PERBEZAAN)

(SKALA PENILAIAN INDIVIDU)


     
	1
	-
	Very Low/Sangat Rendah
	1
	-
	Not Required/Tidak Diperlukan

	2
	-
	Low/Rendah
	2
	-
	Less Required/Kurang Diperlukan

	3
	-
	Moderate/Sederhana
	3
	-
	Moderately Required/Sederhana Diperlukan 

	4
	-
	Good/Baik
	4
	-
	Required/Diperlukan

	5
	-
	Excellent/Sangat Baik
	5
	-
	Highly Required/Sangat Diperlukan


	LEVEL/PERINGKAT

	Task/Tugas
	Required/

Diwajibkan
	Assessment/Penilaian

	
	
	By Staff/

Oleh Staf
	By Supervisor/Oleh Penyelia
	Average/

Purata


	Gap/

Perbezaan



	
	A
	B
	C
	D=(B+C)/2
	E=(A-D)

	Scale/Skala
	1-5

	Individual (Individu)

	How do you rate yourself in terms of the following shared values:

Bagaimanakah anda menilai diri anda untuk nilai-nilai bersama berikut:

	a. Integrity/Integriti
	5
	
	
	
	

	b. Kind and Caring/Baik Hati dan Penyayang
	5
	
	
	
	

	c. Professionalism/Profesionalisme
	5
	
	
	
	

	d. Sense of Urgency and Ownership/Sikap Kesegeraan dan Semangat Sepunya
	5
	
	
	
	

	e. Teamspirit/Semangat Berpasukan
	5
	
	
	
	

	f. Result Oriented/Berorientasikan Hasil
	5
	
	
	
	

	How do you rate yourself for the following attributes:

Bagaimanakah anda menilai diri anda untuk sifat-sifat berikut:

	a. Positiveness/Sikap positif
	5
	
	
	
	

	b. Pro-activeness/Proaktif
	5
	
	
	
	

	c. Commitment to work/Komited terhadap kerja
	5
	
	
	
	

	d. Communication skill/Skil Komunikasi
	5
	
	
	
	

	e. Leadership skill/Skil Kepimpinan
	5
	
	
	
	

	Task/Tugas
	Required/

Diwajibkan
	Assessment/Penilaian

	
	
	By Staff/

Oleh Staf
	By Supervisor/Oleh Penyelia
	Average/

Purata


	Gap/

Perbezaan



	
	A
	B
	C
	D=(B+C)/2
	E=(A-D)

	Scale/Skala
	1-5

	Task/Process (Tugas/Proses)

	Problem Solving Skill/Skil Mengatasi Masalah
	5
	
	
	
	

	Decision Making Skill/Skil Membuat Keputusan
	5
	
	
	
	

	Presentation Skill/Skil Persembahan
	5
	
	
	
	

	Writing Skill (report, official letter, memo, working papers etc)/Skil Penulisan (laporan, surat rasmi, memo, kertas kerja, dll)
	5
	
	
	
	

	How good is your knowledge about your present job?/Berapa baikkah pengetahuan anda terhadap tugas anda?
	5
	
	
	
	

	How good is your knowledge on other processes/tasks besides your own? /Berapa baikkah pengetahuan anda terhadap proses/tugas selain daripada tugasan anda sendiri?
	5
	
	
	
	

	Organizational (Organisasi)

	How do you rate yourself in term of your understanding of NREB? 

Bagaimanakah anda menilai diri anda sendiri daripada segi pengetahuan anda terhadap NREB?

	a. Vision/Visi
	5
	
	
	
	

	b.  Mission/Misi
	5
	
	
	
	

	c. Functions and activities/Fungsi dan Aktiviti
	5
	
	
	
	

	d. Laws and regulations /Undang-undang dan Peraturan-Peraturan
	5
	
	
	
	

	e. Client’s Chart/Piagam Pelanggan
	5
	
	
	
	

	f. Quality system (MS ISO 9001:2008)/Sistem Kualiti (MS ISO (9001:2008)
	5
	
	
	
	

	g. Procedures, guidelines or standing order/Prosedur, garispanduan atau arahan
	5
	
	
	
	


	G. Action Plan (PELAN TINDAKAN)


Proposed training to be provided over the next 12 months: 

(To be discussed with the Supervisor/Section Head/Head of Office)

Latihan yang dicadangkan untuk diadakan dalam tempoh 12 bulan akan datang:

(Mesti dibincang bersama dengan Penyelia/Ketua Seksyen/Ketua Pajabat)

	NO
	TRAINING (LATIHAN)
	OBJECTIVE (OBJEKTIF)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Signature of Staff/Tandatangan Staf: _________________________ Date/Tarikh: ____________

	Supported by Supervisor (Disokong oleh Penyelia)




Signature/Tandatangan : ___________________________ Date/Tarikh : _________________
Name/Nama :_________________________________________________________________

Designation/Jawatan : __________________________________________________________

	Endorsed by Section Head/Head of Regional Office

(Diluluskan oleh Ketua Seksyen/Ketua Pejabat Wilayah)


Signature/Tandatangan : __________________________ Date/Tarikh: ___________________

Name/Nama : _________________________________________________________________

Designation/Jawatan : __________________________________________________________

Appendix 1

Types of Skills Required By The Staff

	No.
	Types of Skills

	A.
	MANAGEMENT SKILL

	1.
	Negotiation

	2.
	Investigation 

	3.
	Public speaking

	4.
	Time management

	5.
	Report Writing

	6.
	Communication

	7.
	Presentation

	8.
	Decision Making

	9.
	Emotional Intelligence

	10.
	Conflict Handling

	B
	Technical Skill

	1.
	Equipment Handling

	2.
	Investigation

	3.
	Water Sampling Protocol

	4.
	Assessment of Report

	5.
	Problem Solving Technique

	6.
	Data Collection

	7.
	Data Analysis and Interpretation

	8.
	Project Development and Implementation

	C.
	Computer Skill

	1.
	Microsoft Word 

	2.
	Microsoft Excel

	3.
	Microsoft PowerPoint

	4.
	Microsoft Access

	5.
	Geographic Information System 

	6.
	GeoEnviron Database System

	7.
	StAFS (Standard Accounting Financial System)

	8.
	HRPays (Human Resource Pay System)

	9.
	AMS (Asset Management System)

	10.
	Troubleshooting 

	11.
	Programming

	12.
	Adobe Photoshop

	13.
	AutoCAD


	No.
	Types of Training

	1
	Teambuilding

	2
	Processing of environmental reports

	3
	Accounting

	4
	Asset Management

	5
	Financial and Management Audit

	6
	Understanding Finance for Non-Financial Manager

	7
	Quality System – e.g. MS ISO 9001:2008, ISO 14001

	8
	Kumpulan Inovatif dan Kretif (ICC)

	9
	Photography

	10
	Amalan Persekitaran Berkualiti 5S

	11
	Presentation

	12
	Communication

	13
	Leadership

	14
	Pemandu Berhemah/Cemerlang

	15
	Motivation

	16
	Emotional Intelligence (EQ)

	17
	Integrity 

	18
	Environmental Impact Assessment Report

	19
	Environmental Ordinances – NREO, Rules, Guidelines

	20
	Investigation

	21
	Environmental Audit

	22
	Strategic Planning

	23
	Water Sampling

	24
	Microsoft Words

	25
	Microsoft Excel

	26
	Microsoft Power Point


Types of Training Required By The Staff

Note: Staff may indicate other types of trainings or skills required besides the skills and trainings listed in the above lists.

Staf boleh menyenaraikan kemahiran atau latihan lain yang diperlukan selain daripada yang terdapat di dalam senarai tersebut di atas.

NREB/ISO/MA/013/2008 (Rev 2)
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