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ABSTRACT

Training is part of organization function which aim of ensuring the
contribution of individual is maximized through the development of appropriate
knowledge, skills and attitude. Training in Malaysia Army started since in his
existence in 1933. The focus of training is to prepare the soldiers with relevant
knowledge and skills to fight and win the war. The individual training in unit is a
preparation for the collective training and it is a process to develop the military
professional skills. Whereas, individual training in the training institution is to

prepare them to acquire knowledge and skills to perform their job function

effectively.

The clerical training was conducted in Institute Army Management (IPDA)
is to expose the clerks in maintaining service documents, application of military
correspondence, and management of office. The syllabus of training was based
on the Training Management Plan in accordance to Malaysian Army Training
System (MATS). The conduct of training was been effectively conducted and the
trainees are able to acquire the knowledge and skills from the experience
trainers. The supervisors have played an important role in ensuring the ex-
trainees transfer the knowledge and skills to workplace, by encouraging and
providing opportunities for them to used it as part of on the job training

processes.

Validation is an important processes to determine whether the ex-trainees
has transfer training to work place and able to perform job effectively. However,
the external validation was never takes place and neglected. The supervisors
may only observe the ex-trainees performance based on the quality of works
without any tools or method. The ex-trainees should be given a feedback on their
performance, proper supervision and guidance to further improve their

performance in the work place.
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