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 Educational staff, commonly referred to as administrative human resources, 

play a critical role as strategic assets in supporting the success of higher 

education institutions, including at the Vocational Faculty of Surabaya State 

University (UNESA). Institutional performance and service quality are 

closely linked to the competence and performance of these educational staff. 

Therefore, systematic training and development efforts are essential to 

enhance their competencies in line with the dynamic needs of the institution. 

One effective approach to designing relevant and impactful training programs 

is through Training Needs Assessment (TNA), which serves as a critical initial 

step in the training design process. TNA helps to identify gaps between 

existing competencies and future institutional demands, ensuring that training 

programs are targeted, responsive, and aligned with both institutional strategic 

objectives and individual performance improvement. This study aims to 

design a comprehensive training and development model for educational staff 

at the Vocational Faculty of Surabaya State University, based on a structured 

TNA process. The TNA will adopt both macro and micro approaches, 

mapping institutional-level needs as well as job-specific and individual 

performance gaps. The expected output is the development of an up-to-date, 

data-driven training and development model that can serve as a strategic 

reference for preparing faculty development plans and academic texts in the 

future, ensuring the sustainable improvement of educational staff 

competencies and institutional performance. 

This is an open access article under the CC BY-SA license. 
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1. INTRODUCTION 

The Vocational Faculty of Surabaya State University (Unesa) currently manages 17 study programs, 

consisting of 7 Diploma Three (D3) programs and 10 Applied Bachelor (D4) programs. The Applied Bachelor 

programs were first introduced in the 2021-2022 academic year, when Unesa still held the status of a Public 

Service Agency (PTN BLU). Following the issuance of Government Regulation of the Republic of Indonesia 

Number 37 of 2022 on October 20, 2022, Unesa officially became a Legal Entity State University (PTNBH). 

As part of this transformation, the Vocational Program was elevated to become the Vocational Faculty. This 

institutional shift was further formalized through Rector’s Decree Number 246/UN38/HK/KP/2023 concerning 

the appointment of the Dean of the Vocational Faculty for the 2023-2027 period. 

These organizational changes have had a significant impact on institutional performance, particularly at 

the Vocational Faculty, where operational systems and human resource management are still undergoing 

adjustments [1].  One crucial aspect requiring attention is the competency development of educational staff , 

whose role is essential in ensuring the smooth administration and operational processes supporting academic 

activities [2][3]. In this context, training and development programs are seen as effective instruments to 

enhance the skills, performance, and adaptability of educational staff, ultimately contributing to improved 

institutional performance [4].  

Training Needs Assessment (TNA) plays a critical role as an initial step in the design and implementation 

of effective training programs [5]. TNA is a systematic process that helps organizations identify existing 

performance gaps, future competency requirements, and training priorities [6][7]. By conducting a 
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comprehensive needs analysis, institutions can design training programs that are targeted, relevant, and aligned 

with both individual performance improvement and organizational strategic goals [8].  According to Rosset 

and Arwady, TNA helps diagnose performance problems, particularly those linked to technological changes, 

new processes, or evolving job demands [9]. 

In practice, TNA can be carried out using two main approaches, namely: 

1. Macro-Level TNA 

This approach focuses on the overall organizational needs [10]. It is often referred to as Organization-Based 

Analysis, where the identified training to all employees within the institution [8]. Data sources for macro-level 

TNA typically include: 

• Vision, mission, and strategic objectives of the institution. 

• Current economic and financial conditions. 

• Organizational culture shifts. 

• Technological advancements. 

• Specific institutional themes, such as cost reduction or quality improvement initiatives. 

 

2. Micro-Level TNA 

This approach focuses on specific groups or individuals, with two subcategories: 

• Task-Based Analysis: Focused on the skills required to perform certain jobs and whether employees 

already possess these skills. 

• Person-Based Analysis: Focused on whether individual employees are capable of meeting job 

performance standards. 

Data sources for micro-level TNA include: 

• Job descriptions 

• Performance standards 

• Performance evaluations 

• Workplace observations 

• Interviews, questionnaires, and checklists 

However, despite its importance, the implementation of a structured and comprehensive TNA process at 

the Vocational Faculty of Surabaya State University has not been optimal. Changes in institutional status, 

structural adjustments following the transition to PTNBH, and the evolving demands placed on educational 

staff (tendik) have not been fully mapped into a systematic training needs assessment framework. 

As a result, training programs are often conducted without a clear analysis of actual needs, leading to 

misaligned content, inefficient resource allocation, and limited impact on institutional performance [11]. 

Additionally, the absence of a standardized approach in implementing both macro and micro-level TNA makes 

it difficult to ensure that training initiatives align with institutional objectives and employee competency 

development [12]. 

This gap between the ideal implementation of TNA and the current practice highlights the urgent need to 

develop a more structured, data-driven, and participatory TNA mechanism that involves all relevant 

stakeholders, ensuring that training and development programs at the Vocational Faculty truly address 

organizational goals, employee performance gaps, and future institutional challenges [13]. 

 
2. MATERIALS AND METHOD 

This research uses a descriptive quantitative approach with the aim of mapping the training needs of 
education support staff (tendik) at the Vocational Faculty of Universitas Negeri Surabaya. This approach was 
chosen to obtain a measurable overview of actual competencies, skill gaps, and training needs based on 
perceptions and situational analysis. 

 
2.1. Subjects and Research Location 

The subjects in this study are education support staff (tendik) in the Vocational Faculty, including 
academic administration staff, finance staff, general services staff, and laboratory technicians. The subjects 
were selected purposively by considering their active involvement in the operational processes of vocational 
education. 

 
2.2. Data Collection Technique 

Data were collected through the distribution of a closed-ended questionnaire designed based on the 
Training Needs Analysis (TNA) framework [14]. This instrument includes three main domains, namely: 
• Organizational level: measures the extent to which institutional policies and vision are reflected in the 

training needs of the staff. 
• Task level: analyzes the main tasks performed by the staff and the skills required. 
• Individual level: identifies personal perceptions and readiness to participate in training. 
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The questionnaire was constructed using a five-point Likert scale and was complemented with openended 
questions to gather qualitative input. 

 
2.3. Data Analysis Technique 

The collected data were analyzed quantitatively using descriptive statistics, such as mean, percentage, 
and standard deviation [15]. This analysis was used to identify areas of competence with low scores as 
indicators of training gaps [16]. In addition, qualitative data were analyzed thematically to reinforce the 
interpretation of the results. 

 
2.4. Instrument Validity and Reliability 

Content validity was assessed through expert judgment from two experts in human resource development 
in higher education. Instrument reliability was tested using internal consistency (Cronbach’s Alpha) with a 
threshold value of ≥ 0.7 [17]. 

 
3. RESULTS AND DISCUSSION 

Human resource development is an important factor in determining the success and sustainability of an 

organization [18]. By investing time, effort, and resources in human re- source development, organizations will 

create a team that is competent, adaptive, and motivated [19]. Human resources have a central role in increasing 

the efficiency and competitiveness of an organization [20]. Human resources also have an important role in 

recruiting and retaining the best talent [21]. By using the right selection process, human resources can identify 

high potential employees who will make maximum [22]  contributions to the organization.The importance of 

human resource development is to improve employee skills, such as training in the use of the latest technology 

or improving leadership skills which can be done through training [23]. 

In this research, we discuss the Training Need Assessment required by educational staff at the Faculty of 

Surabaya State University to identify factors that help them in developing soft skills and hard skills. Through 

TNA, this research aims to understand specific needs in terms of training and skills development that can 

increase the work effectiveness of educational staff. The factors identified include aspects such as 

communication, time management, technical abilities, and other competencies relevant to their duties and 

responsibilities in the educational environment [24]. 

Based on the results of the research obtained by researchers, it shows that the educational staff at the 

Vocational Faculty of Surabaya State University is dominated by Civil Servants and the rest are permanent 

and honorary employees, indicating that job responsibilities and skills in technical skills show the most 

important needs, technical skills are a method for developing human resources to optimize employee 

performance in improving skills in accordance with the demands of their respective jobs. This confirms that 

the development of technical skills is a top priority in training and development programs for education 

personnel, to ensure that they have the capabilities needed to carry out their duties efficiently and effectively, 

and can adapt to technological developments and continuously changing operational needs [25]. 

Figure 1 shows that the skills most needed by employees are team work skills, namely 14 of 24 employees. 

Furthermore, in second place, there were 8 of 24 employees who stated that technical skills related to work 

implementation were the second skill needed by employees. Apart from technical abilities, communication and 

leadership skills also play an important role in supporting the work of educational staff at the Vocational Faculty 

of Surabaya State University [24]. This is because these two factors are key in building effective relationships 

[26]. Developing communication and leadership skills must also be the focus of training programs to improve 

the performance and effectiveness of education staff at the Vocational Faculty of Surabaya State University 

[27]. These factors not only support operational efficiency but also contribute to a positive and productive 

work atmosphere, where each individual feels valued and empowered to make their best contribution [28]. 

The specific abilities most needed to assist the completion of educational staff at the Vocational Faculty of 

Surabaya State University are teamwork and communication [21]. This means that the relationship between 

teamwork and communication can reduce conflict between employees. Employees will be more effective in 

communicating and working together with teams as a basis for good collaboration and a clear understanding 

of roles and expectations at work [29]. With strong communication skills, education staff can convey ideas, 

provide feedback, and resolve conflicts more effectively, all of which contribute to a harmonious and 

productive work environment. In addition, leadership skills help in directing a team towards achieving common 

goals, providing clear direction, and motivating team members to reach their best potential [30]. This not only 

improves operational efficiency, but also encourages innovation and individual growth within the organization 

[31]. 
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Figure 1. Types of Skills Most Needed by Employees 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

Figure 2. Training Methods 

Figure 2 shows that the majority of employees, namely 20 out of 24 employees, want face-to-face training. 

Although existing data also shows that there are still employees who want online or hybrid training.) The most 

effective learning is face-to-face learning. The face-to-face method is still the best way for learning activities. 

The main advantage is the strong interaction between trainers and students which can provide an ideal 

environment for learning [23]. The downside is that not every individual has the same learning style and speed 

and needs [32]. Therefore, through the forms of training required for educational staff at the Vocational Faculty 

of Sura- baya State University, according to them, the most efficient one is face-to-face learning. 

This is due to the method's ability to adapt to various individual needs directly, as well as providing the 

opportunity to address questions and obstacles in real-time. Additionally, face-to-face training allows trainers 

to provide immediate feedback, which is important for correcting errors and strengthening participants' 

understanding. Thus, face- to-face training is an option that is highly appreciated by educational staff at the 

Vocational Faculty of Surabaya State University in their efforts to improve the skills and competencies required 

in their work. 

In general, the task of educational staff is to support and facilitate the educational process in the academic 

environment. They are responsible for various administrative and operational aspects that ensure the smooth 

running of teaching and learning activities [33]. These duties include managing academic administration, and 

managing educational facilities and resources, including laboratory equipment, classrooms, and libraries. They 

also play a role in student services, helping with information and guidance regarding study programs, as well 

as handling various requests and complaints. By carrying out these tasks, educational staff ensure that the 

educational environment runs efficiently and effectively, so that lecturers and students can focus on teaching 

and learning activities optimally [34]. 

 

Types of Skills Most Needed by Employees

Tim Work Communication Leadership Problem Solving Technical

58.3% 

Traning Methods

Offline Online Hybrid

33% 
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Figure 3. Proficiency Level of Technical Skills 

Figure 3 shows the employee's ability to master each technical skill, including Operating Microsoft 

Office, Database Management, Information Management System, Digital Archiving, and Basic Programming 

[34]. Where mastery of these skills can be ex- plained at each level of proficiency starting from beginner to 

proficient. So, based on the results seen in Figure 3, it shows that the majority of skills needed by education 

staff at the Vocational Faculty of Surabaya State University are skills in mastering Microsoft Office, database 

management and information management systems, which is useful training to support their administrative 

tasks. These skills are considered essential as they help in managing data and information efficiently, which is 

an important part of their job. 

Mastery of Microsoft Office makes it easy to create reports, data analysis, and formal communications, 

while skills in managing databases and information management systems help ensure that student data, 

schedules, and other important documents are well organized and easy to access [36]. Thus, training in this 

field not only increases the productivity of educational staff, but also contributes to improving the quality of 

administrative services at the Vocational Faculty, Surabaya State University, supporting the achievement of 

overall educational goals. 

Based on this, the Training Need Assessment aims to assess needs by carrying out a data collection 

process to determine what training needs exist so that training can be developed to help the organization achieve 

its goals. Conducting a needs assessment is fundamental to the success of a training program [37][6]. From the 

results of the needs analysis that must be carried out before the training that the researcher has carried out, there 

are specific problems in the organization that must be carried out immediately through training. 

One of the main problems identified is the lack of technical skills in the use of software and information 

management systems among education personnel. These deficiencies hinder operational efficiency and 

negatively impact the overall performance of the organization [38]. In addition, it was also found that many 

education workers need improved skills in communication and time management, which are important for 

improving team collaboration and individual productivity. Therefore, training that focuses on improving 

technical, communication and time management skills is expected to be able to overcome these problems, so 

that it can support the Vocational Faculty of Surabaya State University in achieving its vision and mission more 

effectively. 

The solution to the problem is to implement training programs specifically designed to address the lack 

of technical, communication and time management skills among education personnel. This training program 

should include modules that focus on mastery of software such as Microsoft Office and information 

management systems, which are vital for operational efficiency [3][39]. In addition, communication training 

will help education staff convey information more clearly and effectively, as well as improve their ability to 

collaborate with colleagues [40]. 

By holding regular and ongoing training sessions, as well as providing constructive support and feedback, 

it is hoped that education staff can develop the skills needed to improve their performance. This step will not 

only increase daily work effectiveness but will also contribute significantly to achieving the strategic goals of 

the Faculty of Vocational Studies, State University of Surabaya. Timely and sustainable implementation of 

TNA will ensure that the training provided is always relevant to the organization's needs and supports optimal 

human resource development [41][42]. 

Operate
Microsoft office

Database
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Information
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System
Digital Archiving

Basic
Programming

Proficient 8,30% 4,20% 8,30% 8,30% 8,30%
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4. DISCUSSION 

The findings of this study affirm that the development of technical competencies is the primary need of 

education support staff at the Vocational Faculty of Universitas Negeri Surabaya. This aligns with the findings 

of [25] which highlight the critical importance of technical skill enhancement to ensure that staff can perform 

administrative tasks efficiently and effectively. Proficiency in software such as Microsoft Office, database 

management, and management information systems serves as a foundational requirement to support work 

processes in today’s digital era. 

Beyond technical aspects, the need to develop soft skills such as teamwork, communication, and 

leadership also emerges as a significant priority. Approximately 58% of staff identified teamwork as the most 

essential competency, followed by communication and leadership. These findings are in line with the research 

of Ansorimala & Chandraa [29] , which emphasizes the importance of interpersonal skills in reducing conflict 

and fostering collaboration in the workplace. Effective communication and leadership abilities directly 

contribute to creating a positive and productive work atmosphere, ultimately supporting the institution’s overall 

goals. 

The most preferred training method is face-to-face training, with 83% of respondents expressing a 

preference for this mode. The advantages of in-person training such as direct interaction, real-time feedback, 

and hands-on practice are perceived as highly effective in addressing learning challenges and facilitating 

comprehension of complex materials [23]. However, considering the diverse nature of training needs and time 

constraints, the development of a blended learning model can serve as an effective solution to balance the need 

for flexibility with the effectiveness of training delivery. 

The data on staff’s technical skill proficiency also reveal a gap between current capabilities and job 

requirements, particularly in managing information systems and databases. This gap is a matter of concern, as 

such disparities can hinder operational efficiency and the quality of academic services. Therefore, training 

programs should be designed with a strong emphasis on practical and job-relevant technical competencies. 

This study also underscores the importance of conducting Training Needs Assessments (TNA) on a 

regular basis. By routinely carrying out TNA, the Vocational Faculty can ensure that staff development 

programs remain aligned with organizational needs and technological developments [42]. Such an approach 

maintains the relevance of training and supports the sustainability of human resource capacity development. 

Overall, the discussion highlights that competency development for education support staff must be 

holisticencompassing both hard and soft skills and tailored to effective learning methods. Investing in 

structured and continuous training programs will enhance organizational capability, support educational 

quality, and contribute significantly to the achievement of the faculty’s vision and mission. 

 

5. CONCLUSION 

Human resource development plays a crucial role in ensuring the success and sustainability of 

organizations, including educational institutions such as the Vocational Faculty of Universitas Negeri 

Surabaya. Through a comprehensive Training Needs Assessment (TNA), this study identified key areas where 

education support staff require competency improvement to enhance performance and support the achievement 

of institutional goals [10]. 

The findings indicate that technical skills particularly proficiency in Microsoft Office, database 

management, and management information systems are the most critical competencies needed to optimize 

administrative efficiency [43]. These technical abilities are essential for the smooth handling of data, academic 

services, and overall operational processes. In addition to technical skills, teamwork skills needed by 58% (14 

out of 24) of staff as well as communication and leadership skills, are also vital in fostering effective 

collaboration, reducing workplace conflict, and creating a positive work environment. 

The majority of the staff, around 83% (20 out of 24), prefer face-to-face training methods, as they offer 

direct interaction, real-time feedback, and hands-on learning experiences that enhance understanding and 

application of training materials. This preference aligns with the nature of administrative tasks, which often 

require direct problem-solving and collaboration [44]. 

The analysis of the gap between current and expected skill levels shows that staff proficiency in technical 

competencies has not yet reached the desired standard. Therefore, targeted training programs focused on 

improving software and information system skills are urgently needed. Staff proficiency in Microsoft Office 

and data management systems remains at an intermediate level, emphasizing the need for practice-based 

training interventions tailored to job requirements [45]. 

By implementing well-structured and continuous training programs, along with regular evaluations, the 

Vocational Faculty of Universitas Negeri Surabaya can ensure that human resource development remains 

aligned with institutional needs and technological advancements. Investing in the competency development of 

education support staff will not only enhance day-to-day work effectiveness but also contribute significantly 

to the achievement of the faculty's overall strategic vision and mission. 
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