A CASE STUDY ON THE AWARENESS OF ELEMENTS IN
ORIENTATION TRAINING PROGRAM AMONG BANKING
EMPLOYEES

Prepared for:
EN. ABD RAZAK SAID
EN. ANNURIZAL ANUAR

Prepared by:
AZLIDA SOMIN 2005650972
NOORAISAH A.KARIM 2005651101

BACHELOR IN OFFICE SYSTEMS MANAGEMENT (HONS.)

UNIVERSITI TEKNOLOGI MARA (UiTM)
FACULTY OF OFFICE MANAGEMENT AND TECHNOLOGY

April 2008



TABLE OF CONTENTS

Table of Contents

Summary/Abstract

Acknowledgements
List of Table
List of Figure

CHAPTER 1

INTRODUCTION

1.1.
1.2.

1.3.
14.

1.5
1.6
4

CHAPTER 2

Background

Problem Statement
Objective of the Study
Research Questions
Significance of the Study
Scope

Definition of Term

LITERATURE REVIEW

Section A: General Training

Section B: Job-Specific Training

Section C: Allocation of Responsibilities
Section D: Measurement and Evaluation

Conceptual Framework

CHAPTER 3
METHODLOGY
3.1. Research Method
3.2. Sampling Frame
3.3.  Population
3.4.  Unit of Analysis
3.5. Research Instrument

3.6.

Data Collection

1-2
2-3

5-6

7-8
8-10
10-12
12-13
14

15
15
16
16
16
16



CHAPTER 4
FINDINGS AND DISCUSSION

Data collection

CHAPTER 5
CONCLUSIONS AND RECOMMENDATIONS
Conclusion

Recommendation

REFERENCES
APPENDICES
COVER LETTER
QUESTIONNAIRES

17-34

35-37
38-39



SUMMARY/ABSTRACT

Orientation Training Program is more an explanation on the introduction of
regarding overview of the organization. It is the planned introduction of new employees
to their jobs, co-workers and the organization that is offered by most employers. For
most respondents, most of them had experienced the Orientation Training Program with
clear objectives and explanation about the company. This case study chooses directive
method to determine the awareness on the elements of Orientation Training Program
including general training, job specific training, allocation of responsibilities and
measurement and evaluation. The response from the respondent are categorized and
analyzed. Research suggests that Orientation Training Program help the new employee
know overview about the company. Orientation training requires cooperation between
individuals in the HR unit and other managers and supervisors. Through the
questionnaires, we got concrete data information on the awareness of elements in
Orientation Training Program among the banking employees. Many preparations are
included in order to conduct the Orientation Training Program. In most banks, the new
employees joining the group are given the program as it generally explain the goals,
vision and expected performance from the employees.
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