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You have been selected as a potential reviewer of the following submission. Below is an overview of the submission, as well as the timelin
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Article Title
The Effects of Knowledge and Skill Transfer of Training of Ms Office for Office Professional Students

Abstract
Introduction: The efficiency and effectiveness of the secretary in every business organization depends largely on the availability of office technologies as well as the sk
competencies of

nd
effects of MS Office training on the knowledge and skill of the Secretarial students at the

e secretary to handle these office technologies. This study examines t

re the effectiveness

Adventist higher education institution in North Sulawesi, Indonesia. Methods: Data analysis is descriptive statistics of means and standard deviations to me

of the MS office training as perceived by the students, and comparative analysis between before and after classroom training scores was analysed using paired-sample t-tests

statistics, significant for p<0.05. Observations, interviews also were conducted to each participant to find out problems and challenges in the training process and a set of

questionnaires were also distributed to all participants to find out their perception of the training. Results:  Analysis on the students’ perception about the effectiveness of the

training process showed that MS PowerPoint is most effective (Mean=8.4

D-1.57) delivered in the classroom training, while the MS Word and MS Excel effectiveness is at the
r training effectiveness showed a p-value of 0.0012 < 0.005, for the effectiveness
of MS PowerPoint is better than the effectiveness of MS Word and MS Excel, while the training effectiveness of MS Word and MS Excel is considered similar with p-value of 0.149>

mean scores of 7.89 (SD=1.60) and 7.53 (SD=1.56). Analysis for a significant difference between

0.05. Discussion: Office professional training using MS Office was perceived by the students as effectively implemented in this Adventist Higher education institution. The training

has greatly improved their capability in using MS Office programs, especially in using Ms PowerPoint program, Ms Word and MS Excel however, the institution is not effective or
even ignored the training of MS Outlook and MS Access. There are some areas of training in MS Word and MS Excel which needs more attention such as Review/protect/track-

changes and Viook-up/Hlook-up. The s

dy also found that the average mean scores are between the lowest 6.94 (MS Excel) and the highest 8.58 (MS PowerPoint), which
showed that there is room for improvement in the classroom training of MS Office program in the institution.
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Thank you for completing the review of this submission. Your review has been submitted successfully. We appreciate your contribution to the quality of the

work that we publish; the editor may contact you again for more information if needed.
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