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SUKATAN PENILAIAN
PUSAT PENILAIAN KOMPETENSI (PPK) TAHAP KECEKAPAN 3
BAGI PEGAWAI PENILAIAN GRED W44

MATLAMAT

Menilai kompetensi pegawai dari aspek kebolehan mengaplikasi dalam

melaksanakan tugas yang sesuai dengan gred jawatan yang disandang.

TUJUAN

Menguji kebolehan dan kecekapan pegawai sebagai salah satu syarat
Anjakan Gaji dan / atau bagi pertimbangan kenaikan pangkat ke gred yang
lebih tinggi.

PEGAWAI YANG LAYAK

3.1 Pegawai Penilaian Gred W44 sama ada yang menyandang jawatan

secara hakiki; dan

3.2 Pegawai Penilaian Gred W41 yang memangku / dipinjam / tukar
sementara di Gred W44 dan lulus PTK TK1 dan/atau TK2.

KOMPETENSI PERKHIDMATAN

Kompetensi perkhidmatan ialah keperluan kemahiran untuk melaksanakan
tugas bagi sesuatu gred jawatan. Kompetensi perkhidmatan bagi Pegawai
Penilaian Gred W44 adalah seperti berikut:

4.1 Kebolehan mengurus sumber;

4.2 Kebolehan menggunakan aplikasi ICT;

4.3 Kebolehan mengaplikasikan kemahiran dan pengetahuan yang
bersesuaian terhadap sesuatu masalah;

4.4 Kebolehan berkomunikasi dengan berkesan;

4.5 Kebolehan bekerja dalam pasukan;

4.6 Kebolehan mengurus masa;
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4.8

4.9

4.10

4.1

TK3W44

Kebolehan merancang, melaksana dan menyelaras program/aktiviti
dalam skop tugas;

Mempunyai nilai dan etika yang utuh serta mantap;

Kebolehan mengurus diri (self management);

Kebolehan dalam melaksanakan tugas dalam bidang penilaian harta,
pengurusan harta dan perundingan harta; dan

Kebolehan menjalankan penyelidikan, menulis laporan harta tanah dan

memberi latihan.

TEMPOH PENILAIAN KOMPETENSI

Dua (2) hingga lima (5) hari.

AKTIVITI PENILAIAN

6.1

6.2

Kompetensi Generik

a) Pengucapan Awam
b) Group Presentation
c) Penilaian Bertulis

d) Penilaian Personaliti

Kompetensi Fungsional
a) Kertas Tugasan Individu
b) Penilaian Bertulis

c) Kertas Renungan

PUSAT PENILAIAN KOMPETENSI

7.1

Penilaian adalah berasaskan kepada aktiviti penilaian dan penilaian
bertulis.  Penilaian bertulis merangkumi kompetensi generik dan
fungsional.  Manakala aktiviti penilaian merangkumi pengucapan
awam, group presentation dan penilaian personaliti untuk kompetensi
generik serta kertas tugasan individu dan kertas renungan untuk

kompetensi fungsional.
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7.2  Pecahan permarkahan adalah seperti berikut :

a) Komponen Generik

i. Pengucapan Awam 10%
i. Group Presentation 30%
ii. Penilaian Bertulis 50%
iv. Penilaian Personaliti 10%
b) Komponen Fungsional
i. Kertas Tugasan Individu 40%
ii. Penilaian Bertulis 50%
iv. Kertas Renungan 10%

8. SKOP PENILAIAN

8.1 Skop Penilaian Bertulis adalah seperti berikut :

a) Komponen Generik

i. Pengurusan Dan Pentadbiran Organisasi.

. Konsep Pengurusan

. Kemahiran Pengurusan

. Fungsi-fungsi pengurusan
o Pengurusan Kewangan

ii. Nilai, Etika Dan Keutuhan Peribadi.
. Konsep dan Falsafah
. Keutuhan dan Pemantapan Nilai dan Etika dalam
Perkhidmatan Awam

o Penghuraian dan Penjelasan Nilai dan Etika.

iii. Kepimpinan, Penyeliaan Dan Kaunseling.

o Konsep Kepimpinan
. Teori dan Pendekatan Kepimpinan
. Isu-isu dalam Kepimpinan
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iv. Komunikasi Dan Perundingan Berkesan.

. Konsep
. Model Komunikasi
. Bentuk-bentuk Komunikasi

V. Integriti Dan Akauntabiliti
o Konsep Dan Falsafah
. Ke Arah Pemantapan Keutuhan Diri Dan

Sistem Pengurusan Jabatan Dalam Perkhidmatan
Awam

o Penghuraian dan Penjelasan Nilai dan Etika

Vi. Dasar Pembangunan Negara

o Dasar-dasar Negara
o Kepentingan Dasar-dasar Negara
o Isu-isu Pelaksanaan

b) Komponen Fungsional

i. Penilaian Bagi Pelbagai Maksud
o Minta Tanah
o Tukar Syarat
o Insuran

. Pampasan

. Penilaian Harta Khas
J Stesen Minyak
o Tanah Ladang
° Kompleks Pejabat

o Tanah Bekas Lombong



iii. Penilaian Loji dan Jentera

. Asas

o Pengumpulan data,

. Ukur periksa

. Penulisan Laporan
iv. Latihan

° Kaedah dan Teknik Latihan
° Reka Bentuk Latihan

o Pelaksanaan Program Latihan

J Kemahiran dan Peranan Jurulatih
V. Penyelidikan

J Rekabentuk

. Kriteria Pengukuran

o Validasi Data

. Aplikasi teknik Persampelan

. Kaedah Temuduga

° Soal Selidek
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o Interpretasi Statistik, MRA, korelasi, ANOVA

vi. Kadaran dan Carum Membantu Kadar
. Prinsip Penilaian
J Kaedah Penilaian
. Bantahan
o Penilaian Semula dan Pindaan
o Remisi dan Pengecualian
° Perundangan
o Prinsip Carum Membantu Kadar
vii. Pengurusan Harta Tanah
. Prinsip
. Objektif
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o Tugas dan fungsi seorang pengurus harta
. Pemasaran dan Penguatkuasaan

o Pengurusan Sewaan

. Penyelenggaraan

Pengurusan dan Penyenggaraan Bangunan

o Peranan Pesuruhjaya Bangunan

. Fungsi Pesuruhjaya Bangunan

° Akaun Penyenggaran Bangunan

° Kumpulan Wang Penyenggaraan Bangunan
° Kumpulan Wang Penjelas

o Ejen Pengurusan ( Managing Agent )

Peranan Saksi Pakar

° Peranan saksi pakar

o Etika mahkamah

° Penyediaan Laporan Rebuttal
o Penyediaan Laporan Affidavit

Penulisan Laporan Pasaran Harta Tanah

° Penulisan pasaran harta mengikut jenis harta
o Menganalisis dan Interpretasi Data
° Membuat jangkaan Keadaan Pasaran Harta
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Pelaksanaan Penilaian Bertulis

a) Soalan Penilaian Bertulis adalah:

Komponen Generik:

5 soalan disediakan perlu jawab 2 soalan.

Komponen Fungsional
8 soalan disediakan daripada 8 bidang iaitu satu soalan
dari setiap bidang 8.1.b i hingga 8.1.b.viii. Perlu jawab 3

soalan.
b) Masa
Komponen Generik : Satu(1) jam
Komponen Fungsional ~ Satu Setengah (1 ") jam

c) Tahap kesukaran soalan: Aplikasi

Skop Aktiviti Penilaian adalah seperti berikut:

a) Komponen Generik

i. Pengucapan Awam

Calon dikehendaki membuat pengucapan awam di hadapan
panel penilai dalam Bahasa Malaysia selama tempoh 10
minit—berdasarkan tajuk-tajuk yang disediakan oleh pihak
penganjur.

Tajuk akan diberikan semasa hari pendaftaran.

Penilaian akan dibuat oleh panel penilai yang dilantik.

ii. Group Presentation

Penilaian akan dibuat semasa kumpulan mempersembahkan
tugasan berasaskan tajuk yang disediakan. Penyampaian
adalah didalam Bahasa Inggeris.



b)

TK3W44

Tempoh persembahan setiap kumpulan 25 hingga 30 minit
termasuk sesi soal jawab.

Soalan berdasarkan komponen generik.

Persembahan dalam kumpulan menggunakan format ‘power
point’.

Penilaian akan dibuat oleh panel penilai yang dilantik.

iii. Penilaian Personaliti

Penilaian personaliti dilaksanakan bertujuan untuk menilai
ciri-ciri penampilan diri, tatakelakuan, potensi kepimpinan,
kematangan berkomunikasi, kematangan idea, penggerak
kumpulan dan keyakinan diri.

Penilaian akan dibuat oleh panel penilai yang dilantik.

Komponen Fungsional

i. Kertas Tugasan Individu

Kertas tugasan individu adalah mengenai bidang
pengkhususan Pegawai Penilaian di para 8.1.b.vii, 8.1.b.viii,
8.1.b.ix dan 8.1.b.x. Kertas yang komprehensif tersebut
hendaklah disediakan oleh calon berdasarkan kepada tajuk-
tajuk  yang disediakan oleh penganjur dan perlu
mengesahkan ketulenannya.

Tugasan akan diserahkan kepada calon 30 hari sebelum
penilaian.

Disediakan dalam 15 muka surat tidak termasuk muka surat
tajuk (title page) dan muka surat kandungan (content page),
rujukan, bibliografi dan nota hujungan.

Bahasa pengantar ialah Bahasa Malaysia atau Bahasa
Inggeris.

Gunakan font Times New Roman saiz 12 serta double

spacing. Margin sekeliling 1 inci.
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Kertas Tugasan Individu sebanyak 2 salinan perlu diserah

semasa pendaftaran penilaian.

ii. Kertas Renungan

Berdasarkan aktiviti lawatan, ceramah, tayangan video atau
kajian kes.

Pegawai perlu mengembangkan pemikiran dengan
memberikan pandangan berdasarkan pengamatan dari
aktiviti yang dijalankan.

Kertas renungan yang disediakan antara tiga (3) ke lima (5)
muka surat.

Bahasa pengantar ialah Bahasa Malaysia atau Bahasa
Inggeris.

Gunakan font Times New Roman saiz 12 serta double
spacing. Margin sekeliling 1 inci.

Dikemukakan selewat lewatnya tujuh (7) hari selepas sesi
terakhir penilaian.

TAHAP KESUKARAN

Aplikasi.

KEPUTUSAN

Penentuan keputusan komponen generik dan fungsional ialah mengikut gred

seperti di para 10.1. Penentuan tahap keputusan PTK ialah mengikut Aras

berdasarkan kombinasi pencapaian komponen generik dan fungsional seperti

di para 10.2.



11.

12.

TK3W44

10.1  Gred Keputusan Komponen

Gred Keputusan Penjelasan
A Cemerlang
B Baik
C Memuaskan
D Sederhana

10.2 Penetapan Keputusan

Keputusan Tafsiran
Aras IV Lulus/melepasi tahap kompetensi

pada aras kecemerlangan

Aras llI Lulus/melepasi tahap kompetensi
Aras |l Lulus bersyarat
Aras | Tidak melepasi tahap kompetensi

10.3 Bagi calon di para 3.2, keputusan PTK yang boleh dipertimbangkan
adalah tidak lebih daripada Aras llI.

PENILAI / PEMERIKSA
Dilantik oleh Pengerusi Panel Penilaian PTK Gred W44 Jabatan Penilaian

dan Perkhidmatan Harta.

PERMOHONAN
Permohonan untuk mengikuti Pusat Penilaian Komptensi hendaklah

dikemukakan kepada:

Urus Setia Penilaian Tahap Kecekapan
Ibu Pejabat

Jabatan Penilaian dan Perkhidmatan Harta
Aras 8, Perbendaharaan 2

No.7, Persiaran Perdana Presint 2

62592 PUTRAJAYA
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Tel 03-88869000
Fax 03-88869001

PUSAT PENILAIAN
Ditetapkan oleh Urus Setia PTK, Jabatan Penilaian dan Perkhidmatan Harta.

TARIKH AKHIR PERMOHONAN

Enam (6) minggu sebelum tarikh penilaian.

SENARAI RUJUKAN

15.1 Antara senarai bahan rujukan adalah seperti berikut:

i. Citra Karya (Falsafah, Nilai dan Etika dalam Perkhimatan
Awam)

ii. Panduan Pengurusan Pejabat

iii. Pekeliling Kemajuan Pentadbiran awam (PKPA)

iv.  Kanun Tanah Negara

v.  Arahan Perbendaharaan

vi.  Akta Kerajaan Tempatan (Akta 176)

vii.  Pekeliling dan Surat Pekeliling Perkhidmatan/
Perbendaharaan

viii. Pelan Integriti Nasional
15.2 MANAGING CHANGE
i Al-Talib, Hashim (1991). Training guide for Islamic workers.

Herndom, Virginia: The International Institute of Islamic Thought.

ii. Al-Talib, Hashim (1994). Panduan latihan bagi petugas Islam.
Kuala Lumpur: Nurin Enterprise.

iii. Abegglen, James C. (1994). Sea change: Pacific Asia as the
new world industrial center. New York: The Free Press.

iv. Belasco, James A. (1990). Teaching the elephant to dance: The

manager’s guide to empowering change. New York:
Plume/Penguin.
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Delavigne, Kenneth T & Robertson, J. Daniel. (1994). Deming’s
profound changes: When will the sleeping giant awaken.
Engelwood Cliffs: PTR Prentice Hall.

Joiner, Brian L. (1994). Fourth generation management: The
new business consciousness. New York: McGraw-Hill.

Kanter, Rosabeth M. (1983). The change masters: Corporate
entrepreneurs at work. London: Unwin Paperbacks.

Scott-Morgan, Peter. (1994). The unwritten rules of the game:
Master them, shatter them, and break through the barriers to
organizational change. New York: Macgraw Hill.

Utterback, James M. (1994). Mastering the dynamics of
innovation: How companies can seize opportunities in the face
of technological change. Boston: Harvard Business School
Press.

Burnes, Bernard. (1996). Managing change: a strategic
approach to organizational dynamics. London: Pitman.

Jick, Todd D. (2003). Managing change: cases and concepts.
Second edition. Boston: McGraw-Hill.

Beckhard, Richard. (1985). Managing change in organization:
partcipant’s workbook. Canada: Addison-Wesley Publishing.

Beckhard, Richard. (1985). Managing change in organizations:
Leader’s guide. Reading, Mass: Addison-Wesley Publishing.

Lovell, Roger. (1994). Managing change in the new public
sector. Harlow Essex: Longman.

Woodward, Sally. (2002). Managing change successfully: using
theory and experience to implement change. London: Thomson
Learning.

15.3 LEADERSHIP

Bass, Bernard M. (1990). Bass & Stogdil’'s handbook of
leadership: Theory, research and managerial applications. New
York: The Free Press.

Bennis, Warren G. (1989). On becoming a leader. London:
Hutcjinson Business Books.
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Bennis, Warren G. (1990). Why leaders can’t lead: The
unconscious conspiracy continues. San Francisco: Jossey-Bass
Publishers.

Binney, G. & Williams, C. (1995). Leaning into the future:
Changing the way people change organizations. Nicholas
Brealey: London.

Hanks, Kurt (1994): The change navigator: Programming a new
kind of leader for uncharted tomorrow. Manlo Park: Crips
Publications.

Kouzes, James M. and Posner, Barry Z. (1991). The leadership
challenge: How to get extraordinary things done in organizations.
San Francisco: Jossey-Bass Publishers.

Kouzes, James M. (1993): Credibility: How leaders gain and lose
it, why people demand it: San Francisco: Jossey-Bass
Publishers.

Nanus, Burt. (1992). Visionary Leadership: Creating a
compelling sense of direction for your organization. San
Francisco: Jossey-Bass Publishers.

Ong Hean Tan (1994). Enlightened leader. Ancient Chinese art
of motivation. Petaling Jaya: Pelanduk Publications.

Peters, Thomas J. and Austin, Namoy K. (1985). A passion for
excellence: The leadership difference. London: Collins.

Pincus, J. David (1994). Top dog: A different kind of book about
becoming an excellent leader. New York: McGraw-Hill Inc.

Rehfeld, John E. (1994). Alchemy of a leader: Combining
western and Japanese management skills to transform your
company. New York: John Wiley & Sons.

Rothschild, William E. (1993). Risktaker, caretaker, surgeon,
undertaker. The four faces of strategic leadership. New York:
John Wiley.

Synder, Neil H, Dowd Jr., James J. & Houghton, Dianne Morse.
(1994). Vision, values and courage: Leadership for quality
management. New York: The Free Press.

Taffinder, P. (1995): The new leader: Achieving the corporate

transformation through dynamic leadership. Kogan Page:
London.
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Yeoh, M. (1996). Vision and Leadership: Values and strategies
towards vision 2020. Pelanduk: Petaling Jaya.

Yukl, Gary A. (1989). Leadership in organizations. Englewood
Cliffs, New Jersey: Prentice-Hall.

Zenger, John H. (1994). Leading Team: Mastering the new role.
Homewood: Business One Irwin.

15.4 CREATIVITY

Vi.

Vii.

viii.

Xi.

Xii.

Carr, Clay. (1994). The competitive power of constant creativity.
New York: American Management Association.

De Bono, Edward (1994). Parallel thinking: From Socratic
thinking to de Bono thinking. Penguin Group: London.

De Bono, Edward. (1993). Serious creativity. Fontana: London.
Fritz, R. (1994). Creating. Butterworth, Hienemann: Oxford.

Gale, T. Bradley. (1994). Managing customers value: Creating
quality and service that customers can see. New York: The Free
Press.

Imai, Masiki. (1986). Kaizen: The key to Japan’s competitive
success. New York: Random House Business Division.

Killinger, Barbara. (1992). Workaholics: The respectable addicts.
London: Simon & Schuster.

Morrison Ann M., White Randall P. Velsor, Ellen Van and The
Center for Creative Leadership (1987). Breaking the glass
ceiling: Can women reach the top of America’'s largest
corporations. Reading, Massachusetts: Addison-Wesley.

Porter, Michael E. (1990). The competitive advantage of nations.
London: MacMillan.

Scott, Gini Graham. (1994). The empowered mind: How to
harness the creative force within you. Engelwood Cliffs:
Prentice-Hall.

Smith, Phyl. (1994). Creating workplaces where people can
think. San Francisco: Jossey-Bass Publishers.

Rickards, Tudor. (1990). Creativity and problem-solving at work.
Aldershot, Harts: Gover.
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Rickards, Tudor. (1990). Creativity at work. Aldershot, Harts,
England: Brookfield USA: Gover.

Barker, Alan. (1996). Creativity for managers. Selangor Darul
Ehsan: Pelanduk Publications.

15.5 MANAGEMENT

Vi.

Vii.

viii.

Xi.

Andrews, Dorine C. (1994). Business reengineering: The
survival guide. Englewood Cliffs: Yourdon Press.

Benfari, R.C. (1995). Changing your management style: How to
evaluate and improve your own performance. Lexington : New
York.

Carr, Clay. (1994). The competitive power of constant creativity.
New York: American Management Association.

Dale, Barnie G. (ed). (1994). Managing quality. Hertfordshire,
UK: Prentice-Hall International.

Deck J.D.W., Yeager N.M (1994). The leader window: Mastering
the four styles of leadership to build high-performance team.
New York: John Wiley & Sons.

Devereaux, M.O & Johnsen R. (1994). Globalwork: Bridging
distance, culture and times. San Farncisco: Jossey-Bass
Publishers.

Eccles, T. (1994). Succeeding with change: Implementing action
driven strategies. London: McGrew-Hill Book Company.

Glasser, William M.D. (1994). The control theory manager. New
York: Happer Business.

James, Richard David. (1994). The management myth:
Exploring the essence future organizations. Sydney: Business
and Professional.

Jackson, T. (1995). Cross-cultural management. Butterworth,
Hienemann: Oxford.

Janov, J. (1994). The inventive organization: Hope and daring at
work. San Francisco: Jossey-Bass Publishers.
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Karlof, B. (1994). Strategic precision: Improving performance
through organizational efficiency. Chichester: John Wiley &
Sons.

Lamberton, H & Minor, L. (1995). Human relations: Strategies for
success. Irwion: Chicago.

Matejka, K. (1995). A manager's guide to the millennium:
Today’s strategies for tomorrow’s success. Amacom: New York.

Nasbitt, John. (1994). Global paradox: The bigger the world
economy, the more powerful its smallest players. London:
Nicholas Brealey Publishing.

Nicoll, William and Salmon, Trevor C. (1994). Understanding the
New European Community. Hertfordshire, England: Harvester
Wheatsheaf.

Parker, G.M. (1994). Cross-Function team: Working with allies.
Enemies and other strangers. San Francisco: Jossey-Bass
Publishers.

Peters, Tom. (1987). Thriving on chaos: Handbook for
management revolution. London: Pan Books.

Pfeffer, J. (1994). Competitive advantage through people:
Unleashing the power of the work force. Boston: Harvard
Business School.

Reddin, Bill. (1990). The output-oriented organization. Hants,
England: Gower.

Rehfeld, John E. (1994). Alchemy of a leader: Combination of
Western and Japanese management skills to transform your
company. New York: Jossey-Bass. Publishers.

Roberts Harry V. & Sergesketter, Bernard F. (1993). Quality is
personal: A foundation for total quality management. New York:
The Free Press.

Savas, E.S. (1987). Privatization: The key to better government.
New Jersey: Catham House Pulishers.

Schutz, W. (1994). The human element: Productivity, self-
esteem and the bottom line. San Francisco: Jossey-Bass
Publishers.

Shafie Hj. Mohd. Salleh & Mohd. Affandi Hassan. (1990).

Kecemerlangan pentadbiran: Dasar dan amalan dalam Islam.
INTAN, Kuala Lumpur.
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Sonnenberg, Frank K. (1994). Managing with a conscience: How
to improve performance through integrity, trust and commitment.
New York: McGraw-Hill.

Stott, Kenneth (1994). The fabulous manager: 20 key lessons
towards management excellence. Singapore: Prentice Hall.

Stott, K & Walker, A. (1995). Team, teamwork and teambuilding:
The manager's complete guide to team in organizations. New
York: Prentice Hall.

Tjosvold, D. & Tjosvold, N. (1995). Psychology for leaders: Using
motivation, conflict and power to manage effectively. John Wiley:
New York.

Waterman, Robert H. (1994). The frontiers of exellence:
Learning from companies that put people first. London: Nicholas
Brealey Publishing.

White, R.E. (1994). Creating growth from change. How you
react, develop and grow. London: McGraw-Hill Book Company.

15.6 WOMEN EXECUTIVE MANAGER

Vi.

Vii.

Astin, Helen S. (1991). Women of influence, women of vision. A
cross- generation study of leaders and social change. San
Francisco: Jossey-Bass Publishers.

Davidson, M.J. (1992). Shattering the glass ceiling. The woman
manger. London: Paul Chapman Publishing.

Hunsaker, J. (1991). Strategies and skills for managerial women.
Cincinnati : South-Western Publishing.

Marrison, A.M. (1992). The new leader. Guidelines on leadership
diversity in America. San Farncisco: Jossey-Bass Publisher.

Still, L.V. (1993). Where to from here? The managerial women in
transition. Sydney: Business and Profesional.

Tunde Martins, Ms Daphne Ubang (1992). Entrepreneurial skills
for young women. A manual for trainers. London:
Commonwealth Secretariat.

White, J. (1992). A few good women. Breaking the barriers to top
management. Englewood Cliffs, N.J. Prentice Hall.
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15.7 ECONOMY

Bennett, A. & Le Roy A. (1995). International Organization :
Principle and issues. Englewood Cliffs, N.J.: Prentice Hall.

Briggs, P.D. (1994). Principles of international trade and
payments. Cambridge, Mass: Blackwell Business.

Murshed, S.M. & Raffer, K. (1994). Trade, transfer and
development: Problems and prospects for the twenty-first
century. Great Britain: Cambridge University Press.

iv. Ohmae, K. (1995). The end of the nation state: The rise of
regional economics. New York: Free Press.
V. Reuter, T. (1994). The United States in the world political
economy. Mcgraw-Hill: New York.
Vi. Yoffie, D.P. (1993). Beyond free trade: Firms, governments and
global competition. Boston, Mass: Harvard Business School
Press.
Vii. Donaldson, Peter. (1997). The economy and decision making.
London: Longman.
viii. Amiya Kumar Bagchi. (1999). Economy and organization: India
institution under the neoliberal regime. New Delhi: Sage.
iX. Mat Rasip b. Manap. (1970). “Economy drive” within the Ministry
for Welfare Services. Kuala Lumpur: INTAN.
X. Kantor, Moss Rosabeth. (1995). World class “Thriving Locally in
the Global Economy”. Simon & Schuster. New York.
15.8 POLICY

Dunn, Wiliams N. (1994). Public policy analysis: An
introduction. Englewood Cliffs: Prentice Hall.

Gupta, Dipak K. (1994). Decisions by the numbers: An
iatroduction to quantitative techniques for public policy analysis
and management. New York Hall.

Elyas Omar. (1980). Policy analysis and developement in
Malaysia. Kuala Lumpur: INTAN.
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Weimer, David L. (1999). Policy analysis: concept and practice.
Upper Saddle River, New Jersey: Prentice Hall.

Hogwood, Brian W. (1984). Policy analysis for the real world.
Oxford: Oxford University Press.

PUBLIC SPEAKING

Filson, Bert (1994). Executive speeches. Tips on how to write
and deliver speeches from 51 CEOs. New York: John Wiley &
Sons.

Grice, G.L. & Skinner, J.F. (1995). Mastering public speaking.
Boston: Allyn & Bacon.

Metcalfe, S. (1994). Building a speech. Fort Worth: Harcourt
Press.

Walters, Lillet, (1993). Secrets of successful speakers: How you
can motivate, captivate and persuade. New York: McGraw-Hill.

Walters, Lillet, (1995). What to say when you are dying on the
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16. BAHAN RUJUKAN KOMPETENSI FUNGSIONAL

16.1 Antara senarai bahan rujukan adalah seperti berikut:

Amalan Standard Penilaian (ASP)
Pekeliling lktisas Jabatan

Buku Arahan Jabatan
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Buku Arahan NAPIC
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