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ABSTRAK

Penelitian ini bertujuan untuk memproduksi manual book sebagai media
pendukung peningkatan efektivitas on the job training (OJT) di divisi Ancillary
Business PT Gapura Angkasa Surabaya. Penelitian ini dilatar belakangi oleh
pelaksanaan OJT yang belum memiliki panduan tertulis yang terstandarisasi
sehingga proses pembelajaran masih bergantung pada penjelasan trainer dan staf
senior, yang berpotensi menimbulkan perbedaan pemahaman antar-trainee.
Penelitian ini menggunakan metode kualitatif dengan pendekatan studi kasus.
Data diperoleh melalui observasi partisipan, wawancara semi terstruktur dengan
supervisor, trainer, dan trainee, serta studi dokumentasi dan literatur. Proses
pembuatan mannual book mengacu pada model ADDIE yang meliputi proses
pra-produksi, produksi, dan pasca produksi. Proses pra-produksi dilakukan
melalui analisis kebutuhan dan perancangan konsep. Proses produksi meliputi
penyusunan materi, penulisan konten, dan pengembangan desain visual. Proses
pasca produksi dilakukan melalui sosialisasi, penyerahan produk kepada pihak
divisi, serta evaluasi berdasarkan umpan balik pengguna. Hasil evaluasi
menunjukkan produk dinilai relevan dengan kebutuhan pelatihan, mudah
dipahami, memiliki desain visual yang menarik, dan membantu trainee
memahami alur kerja secara lebih terarah. Dengan demikian, manual book
berfungsi sebagai media pendukung efektivitas pelaksanaan OJT di divisi
Ancillary Business

Kata Kunci: Ancillary Business; Efektivitas pelatihan; Manual book; On the Job
Training; Transfer pengetahuan
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ABSTRACT

This study aims to produce a manual book as a supporting medium to improve the
effectiveness of the on the job training (OJT) program in the Ancillary Business
division of PT Gapura Angkasa Surabaya. The research was motivated by the
implementation of OJT, which lacked a standarized written guideline, causing the
learning process to rely heavily on explanations from trainers or senior staff. This
condition potentially leads to diffrences in understanding among trainees. This
studi employed a qualitative method with a case study approach. data were
collected through participant observation, semi-structured interview with
supervisors, trainers, and trainees, as well as documentation and literature
studies. The Process of developing the manual book referred to the ADDIE model,
which consisted of pre-production, production, and post production. The pre-
production stage included need analysis and concept planning. The production
stage involved material preparation, content writing, and visual design
development. The post production stage included product socialization, product
handover to the division, and evaluation based on user feedback. Evaluations
results show that the manual book is relevant to training needs, easy to
understand, visually appealing, and capable of helping trainees better understand
work processes in a structured manner. Therefore, the manual book functions as
a support system for enhancing the effectiveness of OJT implementation in the
Ancillary Business.

Keyword: Ancillary Business; Knowledge transfer; Manual book; On-the-job
training; Training effectiveness; On-the-job training
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