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ABSTRAK

Sri Ayu Kuswaryati, 2024. Perancangan Buku Kosakata Bahasa Inggris untuk
Jurusan Administrasi Perkantoran di SMKN 1 Palopo. Skripsi
Program Studi Pendidikan Bahasa Inggris, Fakultas Tarbiyah dan Iimu
Keguruan, Institut Agama Islam Negeri (IAIN) Palopo. Dibimbing
oleh Dewi Furwana dan Yuyun Rugiyyat Said

Penelitian ini bertujuan untuk merancang buku kosakata bahasa Inggris yang sesuai
untuk siswa administrasi perkantoran di SMKN 1 Palopo dan untuk mengetahui
persepsi guru bahasa Inggris dan siswa tentang buku kosakata bahasa Inggris untuk
siswa administrasi perkantoran di SMKN 1 Palopo. Penelitian ini menggunakan
metode penelitian dan pengembangan dengan model 4D. Subjek penelitian ini adalah
31 siswa kelas XI Administrasi Perkantoran SMKN 1 Palopo. Instrumen penelitian
yang digunakan adalah wawancara dan kuesioner. Angket digunakan untuk analisis
kebutuhan, penilaian instrumen, dan validasi produk, serta persepsi siswa dan guru.
Pengumpulan data dilakukan melalui tahap pendefinisian, perancangan,
pengembangan, dan penyebaran. Setelah data terkumpul, data kemudian dianalisis
secara kualitatif dan kuantitatif. Berdasarkan hasil penelitian, ditemukan bahwa: 1)
Hasil dari penelitian ini adalah sebuah produk buku kosakata bahasa Inggris. Buku
Kosakata Bahasa Inggris terdiri dari 10 unit yaitu profesi, singkatan, ruangan,
perlengkapan kantor, peralatan kantor, kegiatan kantor, istilah di kantor, surat dan
buku, percakapan, dan frasa. Produk yang dirancang telah diujicobakan kepada 31
siswa. Hasil uji coba menunjukkan bahwa penilaian ahli terhadap produk adalah 4,26
dengan skor rata-rata 85,2% yang masuk dalam kategori “Sangat Baik”. 2) Persepsi
guru terhadap produk adalah 4 dengan rata-rata skor 80% yang masuk dalam kategori
“Baik”. 3) Skor persepsi siswa diperoleh 4,3 dengan skor rata-rata 86% yang masuk
dalam kategori “Sangat Baik”. Penelitian ini diharapkan dapat memberikan
kontribusi kepada guru untuk menerapkan buku kosakata di kelas.

Kata kunci: Kosakata Bahasa Inggris, Administrasi Perkantoran, Penelitian dan
Pengembangan.

Verificd by
UPT Pengembangan Bahasa
IAIN Palopo

Date Signature

25/ /2024 9’%/
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ABSTRACT

Sri Ayu Kuswaryati, 2024. The Design of an English Vocabulary Book for the
Office Administration Department at SMKN 1 Palopo. Thesis of
English Education Study Program, Faculty of Tarbiyah and Teacher
Training, Institut Agama Islam Negeri (IAIN) Palopo. Supervised by
Dewi Furwana and Yuyun Rugqiyyat Said.

This study aims to design an English vocabulary book tailored for office
administration students at SMKN 1 Palopo and to examine the perceptions of English
teachers and students regarding the vocabulary book. The research employs a
research and development (R&D) methodology using the 4D model. The study
involved 31 eleventh-grade Office Administration students from SMKN 1 Palopo.
Data collection instruments included interviews and questionnaires. The
questionnaires were used for needs analysis, instrument evaluation, product
validation, and assessing teacher and student perceptions. The data collection process
encompassed the stages of defining, designing, developing, and disseminating. The
collected data were analyzed qualitatively and quantitatively. The findings reveal that:
1) The outcome of the study is a vocabulary book consisting of 10 units covering
topics such as professions, abbreviations, rooms, office equipment, office tools, office
activities, office terminology, letters and books, conversations, and phrases. The
product was tested with 31 students, and expert evaluations rated it at 4.26, with an
average score of 85.2%, categorized as “Excellent.”. 2) Teacher perceptions of-the
product resulted in an average score of 4.0, equating to 80%, categorized as “Good.”.
3) Student perceptions yielded an average score of 4.3, or 86%, categorized as
“Excellent”. This study is expected to contribute to the application of the vocabulary
book by teachers in the classroom.

Keywords: English Vocabulary, Office Administration, Research and Development.

Verified by
UPT Pengembangan Bahasa
IAIN Palopo

Date Signature

218/ /2029 61
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CHAPTER |

INTRODUCTION

A. Background

English has become an important subject in the global era. English is one of
the most important subjects in school and is a compulsory subject in secondary
school. Learning English is very important for education and the future because
English is the most widely spoken language in the world and an international
language. There are four skills that students must master in learning English,
namely listening, speaking, reading, and writing. These four skills in learning
English are divided into two kinds. Firstly, receptive skills are skills that include
listening and reading. Second, productive skills are skills that include writing and
speaking skills. Reading and expanding vocabulary are important skills for
English learners as it allows them to expand their knowledge of the language,
culture, and the world?.

Vocabulary mastery is key in learning English, as a rich vocabulary allows
students to understand, communicate and express ideas effectively. According to
Paul Nation (2001), vocabulary mastery plays an important role in reading and
listening skills, as well as being the basis for other language skills?>. Norbert
Schmitt (2000) emphasises that vocabulary teaching should include a variety of

strategies to improve comprehension and usage, such as context recognition and

! Hamid, N. U. (2022). Developing Students 'worksheet For Teaching Reading At The
Eighth Grade Of Smpit Al-Hafizh Palopo (Doctoral Dissertation, Institut Agama Islam Negeri
(lain) Palopo).

2 Nation, P. (2001). Learning Vocabulary in Another Language.



meaning variation. Thus, vocabulary acquisition not only supports overall
language proficiency, but also increases students' confidence in interacting using
English.

A lack of vocabulary can affect a person's ability to read, write, listen, and
speak. By having a limited vocabulary a person may have difficulty
understanding more complex texts, expressing ideas clearly, or even
understanding everyday conversations. Strategies such as reading regularly, using
a dictionary, and practicing speaking with native speakers can help expand
vocabulary. English lessons are one of the scourges for some students so it is
necessary to find ways to make the lesson process more effective can take place
smoothly so that students can be helped to learn to master vocabulary in English.
Vocabulary mastery is the main requirement for the ability that must be possessed
by students in the process of learning English because the more vocabulary they
have, the smoother the communication, and the greater the language skills, but
sometimes vocabulary mastery is often not considered (Luardini,2020)*.

Teachers can effectively implement vocabulary mastery if they can choose
instructional strategies and tactics that match the age and skill level of their
students for them to comprehend the vocabulary that has been taught (Nashir &
Laili, 2018)°. Because learning media can transmit messages from sender to

recipient during the learning process, it can be utilized to stimulate students'

8 Schmitt, N. (2000). Vocabulary in Language Teaching.

4 Rahmayanti, R., Luardini, M., & Asi, N. (2020). Teaching vocabulary by using
flashcard media at the fifth-grade elementary school. Journal Compound: Improving the Quality
of English Education, 8(2), 127-131.

M., & Laili, R. N. (2018). The Implementation Of Electronic Flashcards to Increase
students’ vocabulary Mastery. Edukasi: Jurnal



thoughts, feelings, attention, interest, and attentiveness (Chotimah, 2021)°.

Using the right educational resources is crucial to the learning process. One
other effective method of learning that will result from using this kind of media
as teaching material is the English vocabulary book. An English vocabulary book
is a book that lists words in the language together with definitions and
pronunciation guides so you may improve vocabulary. The main advantages of
using this media are that it is simple, easy to carry anywhere and anytime,
attractive design, Additionally, the text and image combination in this book can
pique students' interest in studying and of course, enhance their vocabulary in
English. English vocabulary books can help students majoring in office
administration expand their vocabulary and communication skills in English. This
is important because, in the world of office administration work, there is often
communication with colleagues or clients who use English. By understanding and
mastering English vocabulary, students majoring in office administration can be
more effective in carrying out their administrative tasks and increase their
professionalism in the work environment. Following observations, it was found
that SMK Negeri 1 Palopo administration and office majors required the English
vocabulary book for a variety of reasons, including the fact that it was more
useful and understandable. Many of them also decided to concentrate on
vocabulary skills because, in their opinion, vocabulary was the most important
element. Vocabulary and other language skills can aid learners of English in their

quest to increase their language proficiency.

6 Chotimah, C. (2021). Flashcards as A Learning Media to Motivate Students in
Learning.



From the pre-observation conducted through interviews with one of the
English teachers and students majoring in office administration at SMKN 1
Palopo, it is known that the results of the interview with the English teacher said
that the existence of this English vocabulary book is very necessary because
according to him it can motivate students in learning, especially if it is related to
the teaching material. Meanwhile, the results of interviews with students said that
their understanding of English is still very basic, especially regarding English
vocabulary about things related to office administration. They also argue that they
prefer media in the form of books because it is more interesting and practical so
that it can help them in learning because of its simple and attractive design so that
it is easy to carry anywhere. In addition, it is known that English learning at
SMKN 1 Palopo in the office administration department is still general, so the
existence of this English vocabulary book will be useful because the content in it
is more specific to the office administration department.

From the explanation, it can be concluded that SMK Negeri 1 Palopo
majoring in administration and office requires an English vocabulary book as a
means of learning English. This English vocabulary book will be designed by the
researcher as a response to these factors to assist students in learning and
mastering English. This English vocabulary book is intended to provide students
with the knowledge they need to learn English in a way that best suits their needs
and abilities. The book also contains English vocabulary along with definitions
and pronunciation guides, all of which are attractively illustrated and accompanied

by models and photos.



Previous research, by Zidni Fima Khoiro Sholihah (2023), in her thesis
entitled "Developing Vocabulary Digital Pocket Book for Online Business and
Marketing (OBM) Students at Vocational High School "7, explained vocabulary is
an important component in communication. This research is based on the needs
analysis of vocational high school students majoring in Online Business and
Marketing (OBM). It was found that students face difficulties in mastering
vocabulary, which is a fundamental and important component in communication.
Ideally, the vocabulary mastered is related to the major they are studying. To
overcome these problems, this study aims to develop learning media in the form
of Digital VVocabulary Pocket Book (DVPB) to teach vocabulary.

Therefore, the researcher was inspired to design learning media, namely the
English Vocabulary Book, with the title **Designing English Vocabulary Book
For The Office Administration Students At SMKN 1 Palopo™.

B. Research Questions

Based on the background above formulate research questions as follows:
1. How to design the appropriate English vocabulary book for the office
administration students at SMKN 1 Palopo?
2. What are the English teachers’ perceptions about the English vocabulary book
for the office administration at SMKN 1 Palopo?
3. What are the students' perceptions about the English vocabulary book for the

office administration at SMKN 1 Palopo?

7 Zidni Fima Khoiro Sholihah (2023), in her thesis entitled "Developing Vocabulary
Digital Pocket Book for Online Business and Marketing (OBM) Students at Vocational High
School”



C. Research Objectives

By the formulation of the problem, the research objectives are:
1. To design the appropriate English vocabulary book for the office
administration students at SMKN 1 Palopo.
2. To find out the English teachers’ perceptions about the English vocabulary
book for the office administration at SMKN 1 Palopo.
3. To find out the students' perceptions about the English vocabulary book for the
office administration at SMKN 1 Palopo.
D. Research Spesification
The specification of the research as follows:
1.The content of the product consist of English material office administration
students.
2. The content of book consist of the vocabulary list, pictures, and phonetic
symbols.
3.The product was designed with appropriate colors in learning media to
stimulate students’ interest in learning English.

E. Research Significance

Theoretically, this research is expected to be able to develop Basic
English, namely an English vocabulary book for office administration majors at
SMKN 1 Palopo. Practically, this research will be useful for; 1) providing insight
and references to teachers, students, and future researchers on how to compile
English vocabulary books based on students' needs, and 2) providing teaching

material products that are suitable and can be used by teachers and students



majoring in office administration at SMK 1 Palopo in learning English.

F. The Assumption and Delimitation of the Research

The researcher has some assumptions while designing the English
vocabulary book for the Office Administration Students at SMKN 1 Palopo as

follows:
1. This product focuses on vocabulary skill development.

2. This product not only contains a list of English vocabulary but is also
accompanied by phonetic symbols, pictures, translations, conversations and

phrases.

3. The students in the office administration at SMKN 1 Palopo will use the

English vocabulary book to improve the number of English vocabulary.



CHAPTER I

REVIEW OF RELATED LITERATURE

A. Review of Related Research Findings

In this research, the researcher finds that there were previous studies related to
English vocabulary book, and will be described as follows:

Rahayu, E. (2018) "Development of English Materials for First Grade Office
Administration (Office Administration /APK) Students at SMK Sunan Giri
Menganti"®, explains that English teaching at the general and special education
levels is different. English at the general level and specific education level are
different. English teaching in Vocational High Schools not only refers to general
topics such as hobbies, sports, likes, and family, but also discusses work. Content
about work is more important to learn. Content about work is more important to
learn because it prepares students to face the world of work in the future. This
research focuses on the development of English materials for first-grade Office
Administration.

The similarity between previous research and current research is that it focuses
on office administration majors and uses Research and Development research
methods. The difference is in the product to be made where previous research
focused on developing English language materials while the product the
researcher made would focus on designing English vocabulary books. In addition,

another difference is that the previous research used the ADDIE method while the

8 Rahayu, E. (2018) "Development of English Materials for First Grade Office
Administration (Office Administration /APK) Students at SMK Sunan Giri Menganti®.



current research uses the 4D model.

Zidni, F. K. S, & Mubarok, T. A. (2023), in her thesis entitled
"Developing Vocabulary Digital Pocket Book for Online Business and Marketing
(OBM) Students at Vocational High School Level™. This research is based on the
needs analysis of vocational high school students majoring in Online Business
and Marketing (OBM). It was found that students face difficulties in mastering
vocabulary, which is a fundamental and important component in communication.
Ideally, the vocabulary mastered is related to the major they are studying. To
overcome these problems, this study aims to develop learning media in the form
of Digital VVocabulary Pocket Book (DVPB) to teach vocabulary.

The similarity between this research and this research is that it uses the
Research and Development (R&D) research method. The difference is that the
research focuses on online business and marketing students while this research
focuses on office administration majors. In addition, Zidni's research uses the
ADDIE method while the current research uses the 4D model.

Salwiyanto, & Ayuningtyas, P. (2018), "Developing Supplementary Reading
Materials for the Computer Networks Engineering Department"°. The purpose of
this study was to develop additional reading materials for grade XI students
majoring in Computer and Network Engineering (TKJ) SMK Institut Indonesia

and describe the efficacy of additional reading materials in the department.

9Zidni Fima Khoiro Sholihah (2023), in her thesis entitled "Developing Vocabulary
Digital Pocket Book for Online Business and Marketing (OBM) Students at Vocational High
School Level*

10 Salwianto, S., & Ayuningtyas, P. (2018, May). Developing Supplementary Reading
Materials For The Computer Networks Engineering Department. In International Conference On
Education (Vol. 1, No. 1).



10

The similarity between previous research and current research is that it uses
the Research and Development method. The difference is that the previous
research focused on developing additional reading materials while the current
research focuses on designing English vocabulary books. In addition, the
previous research used the Borg and Gall method while the current research uses
the 4D model.

Wahyuningsih (2023), "Developing English Reading Materials for the
Tenth Grade of Computer and Networks Engineering Students at SMKN 4
Payakumbuh"!, The purpose of this study was to develop additional reading
materials for grade X students majoring in Computer and Network Engineering
(TKJ) at SMKN 4 Payakumbuh. This research is motivated by the problems
found, namely the material used by teachers has nothing to do with their majors.

The similarity of previous research with current research is using the
Research and Development method. The difference is that the previous research
focuses on developing additional reading material while the current research
focuses on designing an English vocabulary book.

Sijabat, D. M,. & Silitonga, S. (2023), "Developing English Speaking
Materials For students Of Office Administration Program Of Vocational
School"*2. The purpose of this study was to develop English speaking materials

based on the needs of students majoring in office administration at SMK Jambi

11 Wahyuningsih, W., Roza, V., Eliza, E., & Sakti, G. (2023). Developing English
Reading Material for The Tenth Grade of Computer and Network Engineering Students at SMK N
4 Payakumbuh. Jurnal Pendidikan dan Sastra Inggris, 3(1), 129-135.

12 Sjjabat, D. M., & Silitonga, S. (2018). Developing English-speaking materials for
students of the office administration program of vocational school. State university of medan:
faculty of languages and arts.
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Medan. This research is motivated by the problems found, namely the materials
used by teachers have nothing to do with their majors.

The similarities between previous research and current research are using
the Research and Development method. The difference is that the previous
research focused on developing a syllabus as English material while the current
research focuses on designing English vocabulary books.

The products in this research are different from the 5 previous studies, where
several previous studies made different types of learning media products and the
location of the research objects was also different. The similarity between the five
products and this research is that they make learning media using R&D research
methods. This product was developed keeping students' interests and preferences
in mind. The vocabulary content is arranged according to the needs of the
department, namely office administration. This includes profession, abbreviation,
room, office supplies, office activities, terms in the office, letters and books,
conversations, and phrases. This English vocabulary book contains phonetic
symbols to help students pronounce vocabulary terms accurately. Apart from that,
the researcher also arranged a list of vocabulary based on themes accompanied by
interesting images in each theme.

B. Some Pertinent Ideas
1. Vocabulary

a) The Definition of Vocabulary

Vocabulary is a collection of words that a person understands and uses in

a particular language. It includes words that can be used to speak, write, read, or
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understand texts in that language. The vocabulary of the language has always
expanded and altered. New words have been devised or derived from the people
to make life becomes more complex. A foreign language that is well-
communicated must have a strong vocabulary. It takes a certain level of effort
and commitment to teach or learn words. To learn vocabulary is more difficult
than learning words in a particular language. To focus more on it, a lot of practice
and repetition are required.*®

Vocabulary is one of the most important components of language and one of
the things that are to be noticed by linguists.

According to the Oxford English Dictionary, vocabulary is:
1. All the words that a person knows or use
2. All the words in a language

3. List of words with their meanings, especially in a book for learning a
foreign language

b) The Types of Vocabulary
1. Listening Vocabulary :

The words in our auditory vocabulary are words that we can understand
through hearing. This includes words and phrases that one can recognize the

meaning of when heard. It takes continuous effort to learn new words.

13 Hadiarah (2021). Developing English vocabulary worksheets for the seventh-grade
students at SMP Negeri 1 Bajo.
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2. Speaking Vocabulary :

It refers to the vocabulary that one actively uses when speaking or
communicating orally with others. It includes words and phrases that one is
comfortable and skilled in their use in everyday conversation.

3. Reading Vocabulary :

Reading vocabulary” is the vocabulary that a person recognizes and
understands when they read a written text, such as a book, article, newspaper or
website. It includes words and phrases that a person can understand the meaning
of when they read, even if they don't always use those words in their daily
conversations.

4. Writing Vocabulary :

Words that we can pick up when we write to express ourselves. We
usually find it easier to explain ourselves orally, using facial expressions and
intonation to help convey our ideas, than to find the right words to communicate
the same ideas in writing. To develop writing vocabulary skills, you can expand
your vocabulary and practice writing.

¢) The Importance of Vocabulary

To be able to speak a language well requires mastering the vocabulary of the
target language. Vocabulary is essential to mastering a language. VVocabulary
helps the speaker to express ideas and communicate with people. In learning a

foreign language, students should have several vocabularies as the bases for
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learning of language.’* To rule over everything with these skills, students must
have a strong command of vocabulary to use these skills. Students who have
learned a sufficient amount of words will find it easy to master English language
abilities. If students master vocabulary well, it will be easier for them to express
their views both orally and in writing as well as to understand what others are
saying.
2. English for Specific Purposes (ESP)
a. Definition of ESP

English for Specific Purposes (ESP) is a category of English as a Second
Language (ESL)/English for Foreign Language (EFL). ESP is designed to assist
and provide courses for specific majors and needs. It depends on the particular
group that will be educated and relies on the English language. The concept of
ESP should be well-prepared because it belongs to different purposes of students'
needs.™

The English for Specific Purposes (ESP) program is designed to equip
learners with the linguistic skills required to communicate effectively in a range of
professional contexts. In order to meet the diverse needs of learners pursuing a
variety of future careers, ESP programs must be developed to incorporate specific
content, language skills, motivations, and processes. ESP represents an
exhilarating development in English language education, offering English teachers

and researchers the chance to pursue new professional avenues. The ESP that is

“Imam Fadli (2022), in his thesis entitled "Designing a Colorful Pictorial English
Vocabulary Book For The First-Grade Students Of SMP Datok Sulaiman Putri Palopo,

15 putri, N. I. W. (2022). Designing Handbook Based On Islamic Moderation Values For
The Second Year Students Of Man Palopo
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principally taught consists of spoken and written discourse in academic and
workplace settings, which is unfamiliar to learners and thus necessitates
specialized training. Specific-purpose English encompasses not only an
understanding of a specific area of the English language but also the requisite
skills to utilize this language effectively, as well as an adequate grasp of the
contexts within which it is employed. In contrast to students learning English for
general purposes, those studying ESP are typically engaged in acquiring English
in order to fulfill a specific role, such as foreign students aiming to become flight
attendants, mechanics, or doctors.*®
b. Characteristics of ESP

In addition, the journal entitled "About ESP Teaching" presented eight
characteristics of variables in ESPY’. These were as follows: (1) limited in terms
of the language skills that can be learned, (2) not taught depending on the previous
methodology, (3) ESP is unlikely to be correlated with particular disciplines, (4)
ESP may be applicable to specific teaching situations, new methods and a variety
of techniques in teaching, (5) ESP can be designed for adult students, (6) ESP
may be suitable for students at an intermediate or advanced level, (7) the amount
of ESP coursework provides a foundation in language system knowledge,
including grammar, which can also be implemented for beginners, and (8) many
professional associations of English teachers are involved in ESP. In tertiary

institutions or in the occupational field, ESP is applicable to professional

16 Yahya, A., & Said, Y. R. (2019). Developing Appropriate English Learning Materials
for Syariah Economic Law Study Program Students at IAIN Palopo, Indonesia. The Asian ESP,
22.

17 Mahammadjonovna, S. D., Soxibjonovna, S. D., & Qizi, N. O. D. (2021). About ESP
Teaching. The American Journal of Applied Sciences, 3(06), 82-86.
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circumstances, but it can also be designed for senior high students. ESP can be
designed for an intermediate or advanced learner, and ESP courses can provide
fundamental knowledge in the language system, such as grammar, which can be
implemented for beginners. Furthermore, ESP is widely used in universities
around the world, and many professional associations of English teachers are
involved in ESP.

The characteristics of this research product are that this book is designed
as interesting as possible whose contents consist of pictures, meanings in
Indonesian, and also how to pronounce them. The thing that distinguishes this
research from the products of previous studies is that in previous studies the book
made in the form of vocabulary E-books and the focus of the majors is business
and marketing, while the product that | will make is in the form of a hard copy
English Vocabulary Book and the focus of the major is office administration. In
addition to containing vocabulary, in the last unit of this book will also be added
such as phrases and short conversations about office administration so that
students can better understand English vocabulary and also increase interest in
learning English.

c. Benefit of ESP

ESP courses are designed to develop linguistic skills relevant to specific
domains of activity. Consequently, the type of language item introduced, the
manner of its introduction, and the methods of practice are of paramount

importance'®. There are three key benefits of ESP. Firstly, ESP facilitates

18 putri, N. 1. W. (2022). Designing Handbook Based On Islamic Moderation Values For
The Second Year Students Of Man Palopo.
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accelerated learning. ESP enables learners to acquire the requisite linguistic items
at a faster rate. This is because it aligns with the native speaker acquisition of
language for particular purposes, whereby speakers learn in authentic, context-
based environments. ESP not only follows this pattern, but also provides an
opportunity to learn in an accelerated, intensive context. Secondly, there is
learning efficiency. On an ESP course, trainees make the maximal use of their
learning resources, all of which are brought to bear on acquiring specific, pre-
identified linguistic items and skills. Obviously, the needs analysis is of vital
importance here, since it enables trainers to determine the specific requirements of
trainees. Thirdly, there is learning effectiveness. Upon completion of an ESP
course, trainees are prepared to utilize language in a suitable and accurate manner
in tasks related to their field of study, which have been identified prior to the
course through a needs analysis.
3. English for Office Administration

The Office Administration (APK) program focuses on the planning of
expense budgets, payments, and checks within an office environment. APK
students are responsible for the planning of office activities, the preparation of
office equipment, the management of departmental changes and the assistance of
senior managers in the allocation of salaries and the dismissal of employees. APK
students study the relationship between employees, the allocation of resources,
and the efficient and effective use of funds. In addition to theoretical studies, APK
students are required to participate in dual system education (Pendidikan Sistem

Ganda/PSG), which allows them to gain hands-on experience in various office
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activities. APK students aspire to develop interpersonal skills and a strong work
ethic?®.
4. Vocabulary Book

a. Introduction of Vocabulary Book

A vocabulary book is a collection of words with a word list intended for
language learners, especially those who are studying English as a second
language. Additionally, terms from their original language can be given to the
learners in the word list together with their translation into the second language.
Vocabulary book sometimes aims to meet specific requirements, for example,
vocabulary book for Common European Framework of Reference for Languages
(CEFR) levels and English for Specific Purposes (ESP) learners.?

Both teachers and students might benefit from having a vocabulary book
when it comes to teaching and learning. Innovative teaching strategies are
required to produce a more productive learning environment. As a result, more
tools like books and other media are required for instruction. In addition to
helping students learn and comprehend new words in the language, the presence
of phonetic symbols in each vocabulary can improve students' reading skills.

b. Advantages and Disadvantages of English Vocabulary Book
Vocabulary books usually present vocabulary in a structured format, such as
by theme or difficulty level. This helps readers learn vocabulary gradually and

systematically. According to Paul Nation, an English language teaching expert,

19 Rahayu, E. (2018). Developing English Materials for First Grade of Office
Administration (Administrasi Perkantoran/APK) Students at SMK Sunan Giri Menganti.

20 Imam Fadli (2022), in his thesis entitled "Designing a Colorful Pictorial English
Vocabulary Book For The First-Grade Students Of SMP Datok Sulaiman Putri Palopo



this kind of structure is very effective in helping long-term learning.?

19

1. English vocabulary book are printed teaching materials that have

advantages, including:

[EEN

Expand the reader's English vocabulary.

. Simple, practical, and minimalist shape.
. Help readers to improve their speaking and writing skills in English.

. Easy to carry anywhere because of its minimalist shape

. Attractive design, so students are not shyto read in public.

. Combining text and images in a vocabulary book can increase

student interest in learning.

. Provides useful references to understand the meaning of new words in

the right context.

. Can be used as an independent learning resource to deepen

understanding of English.

2. Besides that, English vocabulary book also has disadvantages, including:

1. English vocabulary books are often limited in coverage of certain topics

2.

or subjects, so they do not provide a complete or varied vocabulary.

Need good care so as not to get damaged or lost.

21 Nation, 1. S. P. (2001). Learning Vocabulary in Another Language. Cambridge University Press.
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5. Learning English by Using Vocabulary Book

By the age of adolescence around 15-18 years, the ability to master the
vocabulary has reached around 80,000 words. This includes the mastery of several
conjunctions such as even though, nevertheless, therefore. In addition, at this age,
they are also able to understand figurative language such as metaphors, proverbs,
and hyperbole. According to Jeanne Ellis in her book, teaching vocabulary to
teenagers (15-18 years old) can be done in the following ways?%:

1. Consistently use terminology related to various academic disciplines.

2. Distinguish abstract words that have similarities.

3. Explore complex syntactic structures (complex sentences with multiple
clauses).

4. Encourage understanding of underlying meanings and messages in poetry
and fiction.

5. When students have a dialect that differs from standard Indonesian
language, encourage them to use that dialect in informal conversations and
papers or creative writing, but encourage students to use good and correct
Indonesian language in more formal situations.

The implementation of English vocabulary book teaching in the classroom
involves various activities and strategies to help students understand and
internalize the vocabulary to be taught and learned. The following are the steps for

implementing vocabulary book teaching in the classroom:

22 Jeanne Ellis Ormrod, Psikologi Pendidikan, 6 edition ( Jakarta, Penerbit Erlangga), 72.
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1. Vocabulary Introduction: At this stage, we start by introducing the content
of the product, the English vocabulary book, to the students. This English
vocabulary book contains a list of vocabulary related to office
administration that will be studied. So the researcher will introduce the
vocabulary verbally or by showing students the vocabulary and pictures in
the book.
2. Context and Usage: At this stage, the researcher will explain each
vocabulary word along with its meaning and pronunciation. This can be
accompanied by giving example sentences that illustrate how the
vocabulary is used in everyday situations. Make sure students can
understand each vocabulary word.
3. Vocabulary Practice: Vocabulary practice is very important to train
students' understanding of the vocabulary that has been taught. This can be
in the form of practicing doing problems, completing empty sentences, or
matching words with the corresponding pictures, this can also be done
individually or in groups.
6. R&D Instructional Design Model

This research employed the Research and Development Method (R&D).
This research followed the model designed by Sugiyono. According to Sugiyono,
Research and Development (R&D) is a method used to create specific products
and evaluate their efficacy. R&D methods can be understood as a systematic
approach to research, design, production, and testing of the products that have

been created. In summary, this research employed four steps: research, design,
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production, and testing?®. Seals and Richey also propose that development
research is a systematic study of the design, development, and evaluation of
products that must meet the criteria of validity, practicality, and effectiveness.?*

From these opinions, it can be understood that development research is a
systematic approach used to develop new products, processes, or systems through
systematic research and testing and evaluating their effectiveness.

In the field of research and development, there are several research

models that can be used, including the following:

a)  ADDIE

The ADDIE stands for Analyze, Design, Develop, Implement, and Evaluate
and is used in product development and design processes. One of the interesting
approaches is to create a product utilizing the ADDIE technique. ADDIE is
useful as a guiding framework to enable it to handle challenging circumstances.
Additionally, ADDIE is suitable for creating educational products and other
learning resources.

In Jumeida's research, the ADDIE model is divided into five stages:?
1. Analysis. The first stage is to analyze students' wants, needs and lacks.
2. Design. After the analysis stage is complete, the next step is the product

design process related to the concept and content of the product.

2 Sugiyono. 2012. Metoden Penelitian Kuantitatif, Kualitatif, dan R&D. Bandung : Alfa
beta
24 Borg, W. R., & Gall, M. D. (1983). Educational Research: An Introduction (4th ed.). New York,
NY: Longman.

% Jumeida Mu’thairah Herman, 2023. “Designing English Handbook for the seventh
grade students at SMPN 4 Palopo”.
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3. Development. After the conceptual framework is prepared, the concept
is then transformed into a product that is ready to be implemented.

4. Implementation. Product implementation is then carried out to obtain
feedback from respondents regarding the products that have been
designed and developed.

5. Evaluation. This stage is carried out to provide feedback to respondents
so that revisions can be made according to the evaluation results or needs
that still need to be met. The ultimate goal of evaluation is to measure
the achievement of development goals.

b) 4-D Models

The 4-D is a straight forward approach to instructional design that has four
stages, which are as follows?®:
1. Defining, or analyzing learners' needs.
2. Designing: creating a product based on the results of the analysis of the needs
of the learners.
3. Developing - refining the product based on feedback from consumers
(learners), teachers, and experts.
4. Dissemination: publication of the product in a journal, conference, etc.
c) Borgand Gall

In Tarbiatunnisa’s research, Borg and Gall model in developing learning

material contains ten steps are followed :

1) Research and information collecting (review of literature, classroom

% Enhana Tarbiatunnisa,2021. “Developing Basic English Speaking Module for the
English Club Program At Senior High School of Modern Islamic Boarding School ”..
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observation, art report preparation);
2) Planning (defining skill objectives, determining course sequence, and small-
scale feasibility testing);
3) Developing a preliminary form of product (preparation of instructional
materials, books, and evaluation device);
4) Preliminary field testing;
5) Main product revision;
6) Main product testing;
7) Operational product revision;
8) Operational field testing;
9) Final product revision, and
10) Dissemination and implementation.
7. Designing Product Using 4D
Sivasallam Thiagarajan, Dorothy S. Semmel and Melvyn I. Semmel
propose the Four-D model as a systematic approach to instructional design. The
model comprises four stages: (1) Define, (2) Design, (3) Develop and (4)
Disseminate?’.
a. Define
The defining stage is the initial stage of the 4D model development
process. This stage begins with analyzing the needs of the target to obtain the

necessary information that will become a reference in product development.

27 J[rawan, A. G., nyoman Padmadewi, N., & Artini, L. P. (2018). Instructional materials
development through 4D model. In SHS Web of Conferences (Vol. 42, p. 00086). EDP Sciences.
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b. Design

Thiagarajan outlines a four-stage process for the design stage, which
includes criterion-referenced test development, media selection, format selection,
and initial design. Activities carried out at this stage include: (a) development of
product content, (b) selection of appropriate learning media, (¢) adjustment of
media content in accordance with target needs.
c. Develop

In the context of learning model development, the following step is carried
out during the development activities: Expert validation. Experts involved in the
validation process are those who have expertise in relevant fields. Based on input
from experts during validation, the product is then revised.

d. Disseminate

Thiagarajan says that the main activity in the dissemination stage: dissemination,
in which the learning media (in the form of books) is distributed to the target for
use. At this stage, the end result of the development process (such as a learning
module, training material, or other innovation) is disseminated to the intended
users or audience. The aim is to ensure that the information or product is widely
accessible and usable.
C. Conceptual Framework

The most important component in learning a foreign language - especially
English - is increasing vocabulary. To complement English learning activities,
students of SMKN 1 Palopo majoring in office administration need additional

learning resources. This English vocabulary book is well-made with visual



26

explanations and made as interesting as possible.

The researcher applied the 4D model of the Research and Development
(R&D) technique during the design stage. First, the researcher analyzed learners'
needs by interviewing English teachers at SMKN 1 Palopo and distributing a
needs analysis questionnaire to eleventh grade students majoring in office
administration at SMKN 1 Palopo. After collecting the data, the researcher
designed the English vocabulary book based on the information from the previous
analysis. After designing, the researchers developed the English vocabulary book
and validated the product feasibility assessment by expert lecturers which would
then be revised. After conducting the validation and revision stages, the product
was distributed to the target. The researcher then used a questionnaire to the target

to assess the product
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CHAPTER I

RESEARCH METHOD

A. Research Design

In this research, the researcher used the Research and Development (R&D)
method. Researcher chose to use the Research and Development (R&D) method
because this method has a main focus on product development so that it can
facilitate researcher in creating or developing a new product. One type of R&D
research model chose is the 4D model. Researcher chose this model because the
development is quite simple and considered more practical compared to other
R&D methods which in this 4-D design model only has 4 steps, namely: (1)

Define, (2) Design, (3) Develop, and (4) Disseminate.

s (557 Jmo (8 ] (s

Figure 3.1 4D Model Design

B. Time and Location Of The Research

This research was conducted at SMKN 1 Palopo, especially in the office
administration department, which took place from 18 June until 16 August 2024.
C. Research Participants

The subjects of this study were 31 eleventh-grade students of office
administration at SMKN Negeri 1 Palopo. The object of this research is English
vocabulary related to office administration and government and students' needs.

English teacher and students played an important role in this research. The

28
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researcher interviewed Mrs Rina, S.Pd as the English teacher majoring in office
administration and also interviewed three students. In addition to interviews, a
needs analysis was also conducted by filling out a questionnaire. A total of 31
students consisting of 20 female students and 11 male students filled out the needs
analysis questionnaire.

After the product is finished, it is validated by expert lecturers involving three
validators, namely St. Hartina, M.Pd as a design and layout expert validator,
Wahibah S.Ag., M.Hum as a language expert validator, and Magfirah Tayyib
S.S., M.Hum, as a material expert validator. After the product was validated and
revised, it was then socialized to the school which was attended by 31 students,
namely 20 female students and 11 male students as well as one English teacher,
and continued with filling out a product perspective questionnaire by students and
teacher.

D. Research Procedure

The four phases of the 4D model of define, design, develop, and disseminate
were used in this research to create an English vocabulary book for SMKN 1
Palopo majoring in office administration.

a. Define

In this step, the researcher analyses the need for new product development.
The process of developing a new learning product involves analysing students'
needs, wants and shortcomings. Therefore, in this stage, questionnaires were used
to assess the needs of students majoring in office administration of SMKN 1

Palopo. At this stage, Google Forms was used to distribute the questionnaire. In
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addition, the researcher interviewed Mrs Rina, S.Pd as the English teacher and
also three eleventh-grade MPLB 2 students.
b. Design

At this stage, researcher designed a product in the form of an English
vocabulary book for students majoring in office administration based on the
results of needs analysis through questionnaires and interviews. At the design
stage, researcher collected reference materials on office administration vocabulary
such as determining appropriate topics and content. Furthermore, researcher made
vocabulary books in English accompanied by pictures and translations. In
addition, researcher also made a product validation sheet questionnaire to be
validated by expert lecturers.
c. Development

At the development stage, the finished product will be validated. In the

product validation stage, the researcher gave the developed product to the material
expert and book development expert for validation. After conducting the
validation stage and getting suggestions for product improvement, then the
researcher made revisions according to the expert's suggestions. Expert judgement
is needed so that the products produced are more precise, effective, and tested
before being tested on the target audience. In this step, the product is designed,
developed, and revised as the final product draft. After that, the vocabulary book
is implemented in school.
d. Disseminate

The socialization process is the final stage of design. After conducting trials
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and revisions to the instruments and products, then the researcher conducted
socialization and distributed the products to 31 students of class XI majoring in
office administration of SMKN 1 Palopo and also English teachers followed by
filling out a questionnaire of students® and teachers’ perspectives at the end of the
socialization.
E. Techniques of Data Collection

The researcher used two need analysis to collect the data in this research:

a. Interview

The researcher interviewed several students majoring in office
administration and Mrs Rina, S.Pd as the English teacher to collect data to
find out more about the target needs and support the data from the
questionnaire. The researcher prepared six questions for teachers and three
questions for students. The interview questions were about what curriculum is
used, how the students' English proficiency is and how much English
vocabulary they have as well as how English is learnt at the school.

b. Questionnaire

This research used a questionnaire to collect data on the target needs
(needs, wants, and shortcomings). In addition, the questionnaire was also used
as an expert judgment to evaluate the designed English vocabulary book. In
addition, students' perceptions of the designed English vocabulary book
product were also collected through questionnaires. The questionnaire
consisted of ten questions on needs analysis and 11 gquestions on students' and

teachers' perceptions of the product.
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F. Technique of Data Analysis

1. Data Analysis of Questionnaire

Data from the needs analysis questionnaire, given to students at the need
analysis step, was described based on the student’s answers to represent their needs.
It is managed through quantitative and qualitative descriptive methods. The results of

the needs analysis questionnaire were calculated using the following formula:

=2% 100%
N

X = Score
¥x = The same answer given by students
N = The total of the students

Figure 3.2 Formulation of Score
The highest percentage represents the most acceptable choice from students.

This is the background for researcher in designing an English vocabulary book.
2. Data Analysis of Expert Validation and Student Perception

The researcher employed the Likert scale to compute the outcomes of the
expert validation and students’ perceptions. The data were analyzed by
calculating the mean score based on experts’ and students’ ratings, using the

following formula?®:

The number of answer very good =VG x5 =
The number of answers good =G x4 =
The number of answer fairly =Fx3 =

28 Likert, R. (1932). "A Technique for the Measurement of Attitudes." Archives of Psychology,
22(140), 1-55.



The number of answer poor =Px2
The number of answer verry poor =Px1
Total score
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After calculating the total score, the researcher calculated the average by

using the following formulation:

M = mean scoreB
= total score

N = total number of material topics

Figure 3.3 Formulation of Mean Score

The result of the average score was continued by calculating the value by

using the following formulation:

X =

SIS

X = the value
M = average score

N = the number of value

Figure 3.4 Formulation of VValue Score

After the mean score of each material topic is calculated, the researcher

defined them as an appropriate English vocabulary book for office administration
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majors at SMKN 1Palopo.

Table 3.1 Material Topics Qualification of
Product Evaluation

Score Percentage Qualification Categories
42-50  84% -100% Very Good It can be utilized
without revision
34-41 68% - 82% Good It can be utilized by
a little bit revision
26-33  52,%—66% Fairly It can be utilized much
revision
1,8-25 36% - 50% Poor cannot be utilized
1,0-17 20% - 34% Very poor It cannot be utilized and

need much more revision

Table 3.2 The Example of Expert Instrument Validation Table
Aspects Score

Contents

Scope of the contents

Language

Table 3.3 The Example of Experts’ VValidation Table

No. Indicators Average score  Qualification Categories Expert’s
suggestion

Table 3.4 The Example of Experts’ Validation Table

No. Indicators Average score Quialification Categories




CHAPTER IV
FINDING AND DISCUSSION

This chapter discusses the findings and discussion of the research
procedure. At this stage, the researcher would show the detailed process of
designing an English vocabulary book for eleventh-grade students majoring in
office administration at SMKN 1 Palopo. In designing the English vocabulary
book, this study used the 4D model research and development model described in
chapter three. The following description provides more information about each
stage.

A. Findings
At this point, the researcher provides a detailed explanation of the English

vocabulary book design. The researcher used 4D model (define, design,
development, and disseminate), as described in chapter three. The following
explains the specifics of each of these procedures.
1. Define

This section determines the students' wants, needs, and requirements for the
design product. To collect data, the researcher administered a questionnaire with
10 questions and interviewed three students of class XI MPLB 2 of SMKN 1
Palopo and Mrs. Rina, S.Pd as the English teacher of class XI MPLB 2 of SMKN
1 Palopo. There were a series of questions in the interview format. After asking
some students, the researcher summarized their responses. After that, the
researcher prepared the instrument questionnaire and it was validated by Siti

Hartina, S.Pd., M.Pd. as an expert for needs analysis validation.

35
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After the validator validated the questionnaire, the researcher proceeded to
distribute the questionnaire through Google Forms. There were 31 students
consisting of 20 female students and 11 male students who filled out the
questionnaire. After obtaining the questionnaire data, the researcher summarized
the percentage of answers from students as shown in the graph below.

a. Interview results with the English Teacher and Student

The researcher interviewed Mrs. Rina S.Pd as the English teacher about
English learning and understanding related to English vocabulary of class XI
students majoring in MPLB 2 at SMKN 1 Palopo. The results of the interview are
as follows :

a). “ The average for class XI MPLB students for 2 classes is around 30 - 32
students per class”

(interviewed on 19 June 2024)

b). “The school currently uses the independent curriculum”

c). “ So far, their level of understanding is still in the basic category, but some of
them have been able to communicate in English in simple contexts, for
example when asking permission to leave the class or when going to the toilet.
(interviewed on 19 June 2024)

d). “So far in teaching, the teacher always relates the material to the major,

including the English vocabulary”

(interviewed on 19 June 2024)

e). “For now, the learning materials are still general for all majors”

(interviewed on 19 June 2024)

f). “Yes, it is very necessary, so it will help students to be motivated in learning
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English”
(interviewed on 19 June 2024)
The researcher also conducted interviews with students of class XI MPLB 2
at SMKN 1 Palopo. The results of the student interviews are as follows:
a). “Our English comprehension is still basic”
(interviewed on 19 June 2024)

b). “For now | already know a lot about vocabulary in the office field such as for
example in terms of nouns, but not a few of my friends whose understanding of
vocabulary is still lacking and don't even know”

(interviewed on 19 June 2024)

c). “I think it is very useful, so having an interesting English vocabulary book will

certainly help us in learning”
(interviewed on 19 June 2024)
b. Questionnaire results with the eleventh-grade students

It presents the findings of an analysis of the needs of students in class XI
MPLB 2 SMKN 1 Palopo. The percentage of student answers will be displayed in
the graphic below.

Table 4.1 Results of Questionnaire’s Validation by the Expert

Aspects Score
Contents 4
Scope of the contents 4
Language 4
Average score 4

After the questionnaire was validated by experts, the researchers distributed it

to eleventh-grade students majoring in office administration, totaling 31 students.
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1.Target Needs

a). Necessity

Your current goal in learning English is...

a. I want to speak English fluently and correctly. NG

b. To be able to access information in English | SHE0EE
c. For further education needs | EEHIGS
d. As a future career or job requirement [INEEINESENEN

0.00%  20.00% 40.00% 60.00% 80.00% 100.00%

Chart 4.1 Percentage of current English learning goals
Chart 4.1 shows that 27 students (87.1%) chose | want to be fluent in

speaking English well and correctly”, 15 students (48.4%) chose as a future career
or job need, six students (19.4%) chose to be able to access information in

English, and six students (19.4%) chose as a future education need.

What are your strategies for understanding and
improving English vocabulary...

a. Guess the meaning of the text/context |G
b. Self-s‘rudy b}’ 1‘eadi11g a diCﬁOIlalY or _

English vocabulary book

c. Leamning through social media |G

0.00% 10.00% 20.00% 30.00% 40.00% 50.00% 60.00% 70.00%

Chart 4.2 Percentage of strategies to understand and improve English vocabulary.
Chart 4.2 shows that 19 students (61.3%) chose learning through social

media, then 17 students (54.8%) chose self-learning by reading dictionaries or

English vocabulary books, and 12 students (38.7%) chose guess the meaning of

the text/context.
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How would you like your vocabulary book content to
look like...

a. Comes with pronunciation | SEECRN
b. Comes with pictures _
c. Comes with translation |G

0.00% 10.00%20.00%30.00%40.00%50.00%60.00%70.00%80.00%90.00%

Chart 4.3 Percentage of desired vocabulary book content
Chart 4.3 shows that 26 students (83.9%) chose comes with translation, then
18 students (58.1%) chose comes with pronunciation, and ten students (32.3%)

chose comes with pictures.

What content in the vocabulary book would you like...
a. Vocabulary

b. Phrase

c. conversation
0.00% 20.00% 40.00% 60.00% 80.00% 100.00%
Chart 4.4 Percentage of content in the desired vocabulary book

Chart 4.4 shows that 28 students (90.3%) chose vocabulary, then 14 of them

(45.2%) chose sentences, while there are 11 students (35.5%) chose conversation.
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(b) Lacks

What is your current level of English
comprehension...

Py detcienciesin ponuncition, NN
many deficiencies in pronunciation.

b. Intermediate: Can speak reasonably well on some
topics in English, but still suffers from a lack of
vocabulary, grammar and pronunciation.

c. Advance: Speak fluent English 0%

0% 20% 40% 60% 80% 100%

Chart 4.5 Percentage of students' current level of English comprehension

Chart 4.5 shows the percentage of student's current level of understanding of
English and the results obtained are 28 students (90.3%) chose basic which only
knows a little vocabulary and still has many deficiencies in pronunciation, then
there are three students (9.7%) who chose intermediate level which can speak
quite well on several topics in English, but still has problems with lack of mastery
of vocabulary, grammar, and pronunciation. And 0% of the students chose

advance.

What difficulties do you face in learning English...

a. Lack of English vocabulary _
b. Difficulty in pronouncing English vocabulary _

c. Lack of learning media such as vocab books 6./0

d. Lack of motivation to learn English -

0.00% 20.00% 40.00% 60.00% 80.00% 100.00%

Chart 4.6 Percentage of difficulties faced by students in learning English
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Chart 4.6 shows how the percentage of difficulties faced by students in
learning English and the results are as many as 24 students (77.4%) chose
difficulty in pronouncing English vocabulary, there were 14 students (45.2%)
chose lack of English vocabulary, then there were five students (16.1%) chose
lack of motivation to learn English, and the remaining two students (6.5%) chose
lack of learning media such as vocabulary books.

(c) Wants

The type of vocabulary book you prefer...

b. Non-illustrated vocabulary books
¢. Colour vocabulary book

a. Picture vocabulary book |
9.70%
9.70%

d. Colourless vocabulary book

0.00% 20.00% 40.00% 60.00% 80.00% 100.00%
Chart 4.7 Percentage of vocabulary book types favored by students
Chart 4.7 shows that 27 students (87.1%) chose picture vocabulary books,
19 students (61.3%) chose color vocabulary books, then three students (9.7%)
chose non-picture vocabulary books, and three students (9.7%) chose non-color

vocabulary books.
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What is the most interesting thing about learning
English related to office management...

a. Be able to converse in English in a work

environment R /S
b. Knowing activities about office governance _
in English
¢. Know the nouns and verbs of office _
govemance in English.

0.00% 20.00% 40.00% 60.00% 80.00%

Chart 4.8 Percentage of what is interesting in learning English related to office
management
Chart 4.8 shows that there are 22 students (71%) chose to be able to

converse in English in the work environment, 13 students (41.9%) chose to know
activities about office management in English, and there are ten students (32.3%)

chose knowing nouns and verbs about office management in English.

What would you like to improve in
learning vocabulary?

a. Can speak with the right choice of .. N0
b. Can speak confidently due to correct. . NGNS
c. Can write with the right choice of words | IEIGEIDEEN
d. Can understand a reading  [INI2PIGOSENNN
e. Can give information well in English SIS0

0.00% 20.00% 40.00% 60.00% 80.00%

Chart 4.9 Percentage of things that students want to improve in learning
vocabulary
Chart 4.9 shows the presentation of what students want to improve in learning

vocabulary and the results are as many as 20 students (64.5%) chose can speak
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confidently because of the correct pronunciation of words, then there are 13
students (41.9%) chose can speak with the right choice of vocabulary, then there
are eight students (25.8%) chose can give information well in English, and there
are seventh students (22.6%) chose can understand reading, and there are five

students (16.1%) chose can write with the right choice of words.

What size vocabulary book would you like...

c. A4 size (standard drawing book size) 0%

0% 10% 20% 30% 40% 50% 60%

Chart 4.10 Percentage of vocabulary book sizes desired by students
Chart 4.10 shows the percentage of vocabulary book sizes desired by students and
the results are 17 students (51.6%) chose A5 size (standard notebook size), then
there are 14 students (41.9%) chose pocketbook size, and there were 0% students

who chose A4 size (standard drawing book size).
2. Design

At the design stage, researcher designed product based on the needs
analysis, observations, and interviews that had been conducted previously.
Researcher began designing the contents of the book by determining the
appropriate topic and designing the contents of the book with an attractive design.

In this stage, researcher design product using Canva.
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b. Input

The input procedure is designed to create specific learning objectives. The
design, which includes the choice of fonts, the choice of images, and the layout of
the pages, was also well designed by the researcher. The design of this
vocabulary book consists of 10 units. The contents of the units are professions,
abbreviations, rooms, office supplies, office equipment, office activities, terms in
the office, letters and books, conversions, and phrases.

Table 4.2 The Blueprint of the Product

Theory Dimension Element of the Objective
book
Gagné, R. M. English Vocabulary with Vocabulary books that
(1985). The Vocabulary pictures include pictures can
Conditions of ~ Book for the attract students’ attention
Learningand  Office and increase their interest
Theory of Administration in understanding and
Instruction Office clarify vocabulary
information.

Roach, P. Phonetic symbol Phonetic symbols in
(2009). English vocabulary books help
Phonetics and students understand the
Phonology: A phonetic representation of

Practical words, which supports
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Course. the accuracy of
pronunciation in the
correct way, so that
students can pronounce
vocabulary correctly and
fluently.

Ellis, N. C. List of Assist students in

(2008). The vocabulary organizing and

Theory of understanding the

Second vocabulary for each unit.

Language

Acquisition.

Nunan, D. Conversations Vocabulary books that

(1991). include conversations

Language provide practical and

Teaching contextualized examples

Methodology.
that help students learn

Prentice Hall.
the language in a more
effective way.

Nation, P. Phrases The importance of

(2001). teaching vocabulary

Learning

Vocabulary in

through the context of

phrases and sentences can
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Another help students understand
Language. how vocabulary is used
Cambridge together with other words
University in sentences

Press.

3. Develop

a. Parts of Vocabulary Book
The researcher explained each part of the guidebook that had been made,

starting from the unit, and the explanation of each unit. This is explained in the

table below:
Table 4.3 Parts of Vocabulary Books
Unit Topic Learning Objective

1 Profession To know the types of professions related to
office administration in English.

2 Abbreviations To know the most common abbreviations
related to office administration in English.

3 Room To recognize the names of rooms in offices in
English.

4 Office Supplies To recognize office supplies in English

5 Office equipment  To recognize office equipment items often
used in office activities in English.

6 Office activities To introduce students to vocabulary about

office activities in English.
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7 Terms in the office  To introduce students to the vocabulary of
terms that often appear in office activities in

English.

8 Letters and books  To learn English vocabulary about the types
of books and paper that are often used in

office activities

9. Conversations To show students examples of conversations

that often occur in office activities in English.

10. Phrases To show students examples of phrases often

used in office activities in English..

b. The Results of Experts Validation

This product was validated by three experts. The experts are design and
layout expert, language expert, and material expert.
1) Design and Layout

The researcher distributed a questionnaire to a design and layout expert in
this research. There are seven questions about the English VVocabulary Book. The
expert was St. Hartina, M.Pd, the English lecturer at IAIN Palopo.

Table 4.4 The Result of the Product Validation by the Design and Layout

Expert
No. Criteria Score Description Follow Up
A. design and layout
1. The color selection in the 4 Good It can be utilized by

English Vocabulary Book revision.
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for Office Administration

Students is attractive.

Cover of English Good It can be utilized by
Vocabulary Book for revision

Office Administration

Students

Interesting.

Content display of English Good It can be utilized by
Vocabulary Book for revision

Office Administration

Students

Clear.

The use of punctuation is Good It can be utilized by
correct. revision

The arrangement of Good It can be utilized by
materials in the English revision
Vocabulary Book for

Office Administration

Students is systematic.

The sources in the English Very Good It can be utilized by

Vocabulary Book for
Office Administration

Students are clear.

revision
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7. Spacing is appropriate. 4 Good It can be utilized by
revision

8.  The font selection and size 4 Good It can be utilized by
are consistent and revision

appropriate.

The mean score of the design and layout expert validation was can

calculated below:

Figure 4.1 The Mean Score of the Design and Layout Expert Validation
The percentages of the design and layout expert validation were calculated

below:

X—M100(V

X = %100% = 82,4%

Figure 4.2 The Percentage Score of the Design and Layout Expert Validation
The design and layout expert validation result got a mean score of 4,12

with 82,4% of percentages which qualified as — goodl. The design and layout
expert validation result indicates that the English Vocabulary Book can be utilized
by revision.
2) Language

The researcher distributed a questionnaire to a language expert in this
research. There are four questions about the English Vocabulary book. The expert

was Wahibah S.Ag., M.Hum, the English lecturer at IAIN Palopo.



50

Table 4.5 The Result of the Product Validation by the Language Expert

No.

Criteria Score  Description

Follow up

The vocabulary used in 4 Good
the English Vocabulary

Book for Office

Administration Students is

correct.

It can be utilized by

revision

The vocabulary presented 4 Good
in the English Vocabulary

Book for the Office

Administration Students is

in accordance with the

level of cognitive

development.

students.

It can be utilized by

revision

Vocabulary presented is 4 Good

easy to understand

It can be utilized by

revision

The overall vocabulary is 4 Good
appropriate for the

students.

It can be utilized by

revision

The mean score of the language expert validation was calculated below:
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Figure 4.3 The Mean Score of the Language Expert Validation
The percentages of the language expert validation were calculated below:

X = M100‘V

X = §100% = 80%

Figure 4.4 The Percentage Score of the Language Expert Validation
The language expert validation result got a mean score of 4 with 80% of

percentages which qualified as — goodl. The language expert validation result
indicates that the English VVocabulary Book can be utilized by revision.
3) Material

The researcher distributed a questionnaire to a material expert in this
research. There are ten questions about the English Vocabulary Book. The expert
was Magfirah Tayyib S.S., M.Hum, the English lecturer at IAIN Palopo.

Table 4.6 The Result of the Product Validation by the Material Expert

No. Criteria Score  Description Follow up
A. Content

1.  The content coverage in 5 Very good It can be utilized by
the English VVocabulary revision
Book for the Office

Administration Students is
in accordance with the
needs of the students of

SMKN 1 Palopo.

2.  The focus of vocabulary in 4 Good It can be utilized by

the English Vocabulary revision
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Book for Office
Administration Students
for students at SMKN 1

Palopo is adequate.

The authenticity of
vocabulary in the English
Vocabulary Book for the
Office Administration
Students

for students at SMKN 1

Palopo is adequate.

Very good

It can be utilized by

revision

The selection of
illustrations can represent

vocabulary.

Good

It can be utilized by

revision

B. Input

The vocabulary input in
English Vocabulary Book
for the Office
Administration Students
helps to improve the
English proficiency of

SMKN 1 Palopo students.

Very good

It can be utilized by

revision

The vocabulary input in

Very good

It can be utilized by
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the English VVocabulary
Book for the Office
Administration Students is
in accordance with the
ability of students at

SMKN 1 Palopo.

revision

The vocabulary input in 5 Very good
the English Vocabulary

Book for Office

Administration Students is

interesting.

It can be utilized by

revision

The vocabulary input in 4 Good
the English Vocabulary

Book for the Office

Administration Students is

in accordance with the

language skills of the

students of SMKN 1

Palopo.

It can be utilized by

revision

The vocabulary included in 5 Very good
the English Vocabulary
Book for Office

Administration Students

It can be utilized by

revision
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includes correct language

structures.

10.

The choice of vocabulary
is in accordance with the
characteristics of the

students.

5 Very good

It can be utilized by

revision

11.

The vocabulary input in
the English Vocabulary
Book for Office
Administration Students
can broaden the knowledge
of students of SMKN 1

Palopo.

5 Very good

It can be utilized by

revision

12.

The choice of images in
the vocabulary is suitable
for SMKN 1 Palopo

students

4 Good

It can be utilized by

revision

The mean of the material expert validation was calculated below:

M—B— >6 4,66
N 12 7

Figure 4.5 The Mean Score of the Material Expert Validation
The percentage of the material expert validation were calculated below:
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M
X = N 100%

X = %6100% = 93,2%

Figure 4.6 The Percentage Score of the Material Expert Validation
The material expert validation result got a mean score of 4,66 with 93,2%
of percentages which qualified as very good. The material expert validation result

indicates that the English vocabulary book can be utilized without revision.

c. The Revision Draft of the English Vocabulary Book

After the guidebook was validated, the researcher received some revisions
from the experts. The aim was to improve the first draft of the English
Vocabulary Book before testing it on grade 11 students majoring in office
administration at SMKN 1 Palopo.

Table 4.7 The Revision of the Vocabulary Book Given by the Experts

Aspect Topic (section) Suggestion Revision result
Design and All The selection of font  The font and size have
layout and size is not been improved to be

correct more precise and
consistent.
All Unit systematics still Incorrect unit order

need to be improved in  systematization has been

order corrected




56

All Some unit names still  Some incorrect unit
need to be corrected  names have been

corrected

All In the phonetic Incorrect word choice

Language
symbol section, has been corrected
change the word
“phonetic spelling”
to “phonetic
transcription”.

All The phonetic symbol  Phonetic symbol has
still needs to be been equipped
completed

All There are stillword  Inaccurate word
translations thatare  translations have been
not correct corrected

Material All Some images are still  Some images have been
not representative changed to be more
representative

All Images can be Some images have been

customized and
adapted to the
characteristics of

SMK students.

changed and adapted to
the characteristics of

SMK students.
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d. The Results of Material Try-out

At this stage, the researcher conducted a pilot test on August 16, 2024, by
introducing the contents of the English vocabulary book to students. Starting
with explaining the English vocabulary book, material, and vocabulary list of
each unit, the goal is that students are not confused when using the English

vocabulary book. The following are the trial details:

Table 4.8 The Result of Students’ Perceptions

No. Criteria Score  Descriptions Follow up
1.  The material 4,4 Very Good It can be utilized without
presented in the revision

English Vocabulary
Book for the Office
Administration
Students is in
accordance with the
needs of office
administration

students of SMKN 1

Palopo.
2. The overall content of 4,1 Good It can be utilized by
the English revision

Vocabulary Book for

the Office
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Administration

Students varies.

The materials 4,4 Very good It can be utilized without
presented help to revision

increase students'

interest and

understanding in

learning English.

The material of the 4,3 Very good It can be utilized without
English Vocabulary revision

Book for the Office

Administration

students is interesting

and appropriate for

office administration

students at SMKN 1

Palopo.
The selection of 4,2 Very good It can be utilized without
images in the English revision

Vocabulary Book for
the Office
Administration

Students is interesting
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and appropriate for
office administration

students at SMKN 1

Palopo.
The material topics in 4,1 Good It can be utilized by
the English revision

Vocabulary Book for
the Office
Administration
Students are easy for

students to learn

independently.
The selection of font 4,3 Very good It can be utilized without
type and size in the revision

English Vocabulary
Book for the Office
Administration
Students is attractive

and comfortable to

read.
The colour selection 4,5 Very good It can be utilized without
in the English revision

Vocabulary Book for
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the Office
Administration
Students is interesting

and fun to read.

9. The cover design of 4,5 Very good It can be utilized without
the English revision
Vocabulary Book for
Office Administration
Students is attractive.
10. The design of the 4,2 Very good It can be utilized without
English Vocabulary revision
Book for Office
Administration is very
attractive
11. The size of the 4,5 Very good It can be utilized without

English Vocabulary
Book for the Office
Administration
Students is
appropriate, practical,
and easy to carry

around.

revision
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The mean score of the students’ perceptions was calculated below:

Figure 4.7 The Mean Score of the Students’ Perceptions

The percentages of the students’ perceptions were calculated below:

=[x

X =-—-100%

X =*2100% = 86%

Figure 4.8 The Percentage Score of the Students’ Perceptions
The results of student perceptions received an average score of 4.3 with a
percentage of 86%, which is -very goodl, indicating that this English vocabulary
bok is feasible and ready to use without revision.

Table 4.9 The Result of English Teachers’ Perceptions

No. Criteria Score  Description Follow up
1. The material presented 4 Good It can be utilized by
in the English revision

Vocabulary Book for
the Office
Administration
Students is in
accordance with the
needs of office
administration students

of SMKN 1 Palopo.
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The overall content of 4
the English Vocabulary

Book for the Office
Administration

Students varies.

Good

It can be utilized by

revision

The materials 4
presented help to

increase students'

interest and

understanding in

learning English.

The material of the 4
English Vocabulary

Book for the Office
Administration

students is interesting

and appropriate for

office administration

students at SMKN 1

Palopo.

Good

Good

It can be utilized by

revision

It can be utilized by

revision

The selection of 4
images in the English

Vocabulary Book for

Good

It can be utilized by

revision




the Office
Administration
Students is interesting
and appropriate for
office administration

students at SMKN 1

Palopo.

The material topics in 4 Good It can be utilized by
the English Vocabulary revision

Book for the Office

Administration
Students are easy for

students to learn

independently.
The selection of font 4 Good It can be utilized by
type and size in the revision

English Vocabulary
Book for the Office
Administration
Students is attractive
and comfortable to

read.

The colour selection in 4 Good It can be utilized by
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the English Vocabulary
Book for the Office
Administration
Students is interesting

and fun to read.

revision

9. Desain sampul English 4 Good It can be utilized by
Vocabulary Book for revision
the Office
Administration
Students menarik.
10. The design of the 4 Good It can be utilized by
English Vocabulary revision
Book for Office
Administration is very
attractive
11. The size of the English 4 Good It can be utilized by

Vocabulary Book for
the Office
Administration
Students is appropriate,
practical, and easy to

carry around.

revision
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The mean score of the English teachers’ perception was calculated below:

44

M—B =4
N 11

Figure 4.9 The Mean Score of the English Teachers’ Perceptions
The percentages of the English teachers’ perceptions were calculated below:

M
X = ﬁ100%

4

X = 5100% = 80%

Figure 4.10 The Percentage Score of the English Teachers’ Perceptions
The results of the English teachers' perceptions received an average score of 4

with a percentage of 80%, which means -good. This shows that this English
vocabulary book is ready to be used by revision.

d. Draft Change

ENGLISH VOCABULARY

OFFICE
ADMINISTRATION

a4

R c 5]
y ©( o

=]
- 70O 0.
L X I

L L o

Before After




66

PHONETIC SYMBOLS
T

o
ot
wwn
o
P
o
ras ot o 10
i
i
e
Moot
P
P
st
ot i
s
o
P
P
g
i
i
Wy
o
ntram
st s

ggil!l!lll!!!!{{{l!;!!l!*[I

tTyaeRerdRy TR IR TR g

Before

{e} Bed Ibed/
{0 Happy /"hepl/
€} Ten Iten/
{3} About /abaut/
©h Book Tbuok/
(@) National /nefanal/

After

LIST OF CONTENTS

LIST OF CONTENTS

Memo Laptop
[I'memav/
memo Laptop
Printer Table
[Tprintale)) Iterb(a)l/
Mesin cetaklalat print meja

Before




67

een oo 4 WAvAvAv“
Ipent glu/ A Ruler Poncil |4
poban o e frulale)f Ipens(alif ‘
5 'y penggaris pensil )4
/ VA \ %}
(S0 \
- 7 Sharpener Rubber
Ha:pnatol Jeabsl)f
- rautan penghapus karet
==
1)
el -
f TR oo
Stamp Calculator
; Jstemp/ Txalkjulertalr)/
kalkulator
Sharpener Rubber
Hammett wﬁfh?;‘;’k’..a. :’ /;v,v
< PSS < >
’. - I '
e 12 ‘\

After

I . o v SOIOTOTOX
Lucrative : Lucrative Commodity ’
[uckratre/ Voom, hukratey/ Jkamodati/ 4

Menguntungken $7°° Menguntungkan Komoditas P’
A ‘,"
o ol %
> > X
Merger Annual Pz >
I'm3:dza(r)/ ['enjual/ /r:‘;;;y)/ r:'r;.‘:/
Penggabungan Tahunan Panggabungan Tahunan
. S
Deficit Wage i Defictt Wage -
c =3 - S o
PSS
XD 4

8
POX

otededen o
Before After

\v NN N v{
b T ":‘:::3
: %

Accounting Benofit Accounting Benefit ‘
Jakavntiy/ Ibentfrt/ Ja'kavntin/ [benifat/ P ‘
akuntansi keuntungan Akuntansi Keuntungan A

-




68

The images above are images before and after editing after getting suggestions
and corrections from expert validation, such as image selection, word accuracy, size
and font. The images and designs before editing have a selection of images that are
not yet in accordance with the characteristics of vocational students, the selection of
fonts and writing and font size is still not good, and the selection of English words
is not precise, and phonetic symbols are still incomplete.

4. Disseminate

At this stage, the researcher socialized the English vocabulary book to the
eleventh-grade students of the office administration department of SMKN 1 Palopo
after going through several stages and revisions. The researcher socialized the
English vocabulary book to 31 students in the classroom and explained the contents
of the English vocabulary book. Furthermore, there were 31 students and one
English teacher, Mrs. Rina, S.Pd, who filled in the perceptions about the quality of
the product. The students welcomed the book well and enthusiastically, as well as
the English teacher who was also very enthusiastic and of course gave positive
comments because according to him this could be used as teaching material and
certainly very motivated students in learning English.
B. Discussion

This research was based on a needs analysis of vocational high school
students majoring in administration and office. It was found that English learning at
SMKN 1 Palopo is still general and not specific to certain majors, especially office
administration, and it is also known that their understanding of English vocabulary

is still basic. So this research comes as a form of solution to these problems by
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making a product in the form of a more specific English vocabulary book with one
of the majors, namely office administration, of course with the hope that this book
can motivate students and help students learn English.

The design process was developed using the 4-D model, which consists of
the following stages: Define, Design, Develop, and Disseminate. The first step
taken by the researcher is the define stage, namely conducting a needs analysis
using a questionnaire in the form of Google form which is used to get the needs,
desires, and shortcomings of students related to mastery and understanding of
English, besides that the needs analysis is also carried out through interviews with
students and English teachers. The questionnaire shows the various factors needed
in making a guidebook. The results showed that students need an English
vocabulary book to help them learn English because it is known that many of them
have a basic understanding of English so that this book can motivate them in
learning English. In addition, another factor is that English learning in the school is
still general for all majors and not specific to certain majors.

After collecting the results of the student needs analysis, the researcher took
the next step which was to design the product. This product is designed of course
based on the needs, desires, and shortcomings of students shown after they answer
the questionnaire. This step uses the information that has been collected by the
researcher, which is then analyzed to determine whether the material is appropriate
for the student's level.

After completing the design of the English VVocabulary Book, the researchers

then developed a product with the help of assessments from experts. The experts
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assessed the initial product using a questionnaire. The assessment was given by
three experts where they gave some comments and suggestions about the English
vocabulary book that had been designed. This expert assessment aims to ensure the
feasibility of a product. As a result, the validation of the English Vocabulary Book
from design and layout experts was qualified as “very good”, the validation results
from language experts were qualified as “very good” and from material experts
were qualified as “good”. In conclusion, the product can be used with minor
revisions such as the selection of font type and size, the selection of images is made
more real, the selection of words is improved to be more precise, and also the order
of each unit is improved to be more systematic. In addition, the researcher has also
collected the results of the trial to find out how the perceptions of students and
English teachers towards the product, for the results of student perceptions are
categorized as -very good while the perceptions of English teachers are categorized
as -good. This indicates that the camping guidebook can be used without revision.
The reason is that the English vocabulary book is overall attractive. The materials,
fonts, colors, cover, and overall appearance presented in the English vocabulary
book are very good for the students.

In addition, it shows that this English VVocabulary Book is one of the alternative
methods for students in learning English. The purpose of this English vocabulary
book is to motivate students in learning English, especially for office administration
majors, this book is expected to help students in learning English vocabulary,
especially those related to the office field, and to prepare themselves for the world

of work by equipping students with vocabulary relevant to the office work
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environment. The next goal is as a form of self-learning tool, where this vocabulary
book can be used by students to study independently, both outside class hours and
in class.

The findings of this research are systemically related to previous studies on the
creation of English vocabulary books related to office administration majors. Of the
five related previous studies, all findings show that the guidebooks made are very
helpful and can be a supporting medium in learning English. One of the related
previous studies is the research conducted by Zidni Fima Khoiro Sholihah (2023),
in her thesis entitled ‘Development of Digital Vocabulary Pocketbook for Online
Business and Marketing (OBM) Students at VVocational Level”?°. The result of this
research is that the Digital VVocabulary Pocketbook can be used to help students in
learning vocabulary.

In the research of Zidni, Z. F. K. S., & Mubarok, T. A. (2023), in her
thesis entitled 'Development of Digital Vocabulary Pocketbook for Online
Business and Marketing Students (OBM) at Vocational Level focuses on making
pocketbooks in digital form that can be accessed through offline applications for
students majoring in online business and marketing consisting of 7 topics and
developed with the ADDIE method. While my current research focuses on
designing English vocabulary books in the form of original books so that it will be
easier to carry anywhere. This vocabulary book consists of 10 units and is
classified based on topics that are suitable for office administration majors

systematically, besides that it is not only a list of vocabulary but also equipped

297idni Fima Khoiro Sholihah (2023), in her thesis entitled "Developing Vocabulary
Digital Pocket Book for Online Business and Marketing (OBM) Students at Vocational High
School Level"”
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with conversation examples and phrases at the end of the unit. This book is
designed as well as possible with an attractive design that is equipped with
phonetic symbols, pictures and also translations. The pictures in this book can
certainly help explain the meaning of words clearly. The book also includes a

barcode code that can be accessed to listen to the auidio for each vocabulary.



CHAPTER V

CONCLUSION AND SUGGESTION

A. Conclusion

The purpose of this research is to find out how to design an English
vocabulary book suitable for students majoring in office administration and how
students' and teachers' perspectives on the product. Based the result of the
research, it was found that: 1) To design an English vocabulary book suitable for
office administration majors, the 4D method (Define, Design, Develop, and
Disseminate) was used. Questionnaires and interviews were used to analyze
student needs as well as student and teacher perceptions. The content of this
English vocabulary book consists of professions, abbreviations, rooms, office
equipment, office equipment, office activities, terms in the office, letters and
books, conversations and expressions. 2) The teacher's perception of the product
was 4 with an average score of 80% which qualifies as “Good” indicating that the
product can be used with minor revisions. 3)The students' perception of the
product was 4.3 with an average score of 86% which qualifies as “Very Good”.
This indicates that the product can be used without revision. Regarding the
perception of students and teachers that they are very enthusiastic about this
product and will be used in learning English.
B. Implication

The implications of this research: 1) first in terms of education, this English
vocabulary book can used by teachers to help in the process of learning English in

the classroom and be motivated to create interesting learning media. Furthermore,

73
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2) students majoring in office administration can used this product to help learn
English vocabulary, especially recognize vocabulary related to office
administration..
C. Suggestions

The researcher provides suggestions to the students, English teachers, and
further researchers in line with the research findings.

1. For the Students
Suggestions for students are expected to use this English vocabulary book

to learn English vocabulary anywhere and anytime, especially in the classroom.

2. For the Teachers

This product is suggested as a learning media that teachers can use to
support the English learning process. Teachers are advised to be able to instruct
and remind students to learn English independently by utilizing English
vocabulary books. In addition, for a good educational process, teachers should be
able to motivate students, involve them in learning activities, and provide a
pleasant environment for learning.

3. For the Future Researches

a)  Suggestions for future researchers who want to conduct similar research,
researchers suggest improving the quality of material content, and can develop
this English vocabulary book with a more attractive and better design.

b)  Future researchers are expected to not only focus on one skill, so that they
can develop other English skills to improve English language skills.

c) Future researchers are also expected to spread the product of English

vocabulary books in several schools so that it does not only focus on one school.
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THE BLUEPRINT OF NEED ANALYSIS QUESTIONNAIRE
Designing English Vocabulary Book for the Office Administration Students at
SMKN 1 Palopo

A. Data Responden
ime : 1is Kelamin

ia ilas

B. Petunjuk Pengisian :
Berilah tanda (x) pada pilihan pertanyaan yang sesuai dengan keadaan Anda
saat ini dan Anda dapat memilih lebih dari satu jawaban. Sesuaikan
dengan kebutuhan dan keinginan Anda terkait dengan penguasaan

kosakata Bahasa Inggris dan buku kosakata Bahasa Inggris.

Criteria of the Theory Question

Question

Tom  Hutchinson 1. Tujuan Anda belajar Bahasa Inggris

and  Alan Waters saat ini adalah...
(1993:55) (boleh memilih lebih dari satu)
Necessities will a. Saya ingin fasih berbicara

determine what students Bahasa Inggris dengan baik dan

needed to know. benar

b. Agar bisa mengakses informasi

Necessity yang berbahasa Inggris

c. Sebagai kebutuhan Pendidikan
selanjutnya

d. Sebagai kebutuhan Kkarir atau

pekerjaan dimasa depan

Willis (1996)

Proposed assignment:

2. Bagaimana strategi yang ingin

Anda lakukan untuk memahami

comparing, sharing dan meningkatkan kosakata




Necessity

personal experiences,
problem-solving,
creative tasks, listing,

ordering and sorting

Bahasa Inggris. ..
(boleh memilih lebih dari satu)
a. Menebak arti dari teks/konteks

b. Belajar mandiri dengan
membaca kamus atau buku

kosakata Bahasa Inggris
c. Belajar melalui media sosial

d. Belajar dengan mengikuti
bimbel

Necessity

Richard Mayer (2001)
eferensi: Mayer, R. E.
(2001). Multimedia
Learning. Cambridge
University Press.
Theory: Mayer
developed the
“Multimedia Learning
Theory” which states
that learning materials
that combine text,
images and sound can
improve understanding
and retention of
information. In the
context of vocabulary
books, the use of images
and colors can help

students process and

3.

Bagaimana konten buku kosakata

yang anda inginkan...

(boleh memilih lebih dari satu)

a. Dilengkapi dengan cara
pengucapan

b. Dilengkapi dengan gambar

c. Dilengkapi dengan terjemahan




remember vocabulary

more effectively.

Necessity

David Nunan (1999)
Nunan, D. (1999).
Designing Tasks for the
Communicative
Classroom. Cambridge
University Press.
Theory: Nunan
introduced “Task-based
Language Teaching”
which emphasizes
language use in real and
relevant contexts. In
vocabulary teaching, he
argues that vocabulary
should be taught along
with relevant sentences
and conversations, to
help students understand
how words are used in
concrete communication

situations.

4. Apa saja konten dalam buku
kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
a. Kosakata
b.Phrase

c.conversation

Lack

Hutchinson and
Waters (1987)
classified the english
proficiency into
begginer and advanced
that including basic

(lower and upper),

5. Bagaimana tingkat pemahaman

Bahasa Inggris Anda saat ini...

a. Basic : megetahui sedikit
kosakata dan masih memiliki
banyak kekurangan pada

pengucapan (pronounciation)

b. Intermediate: Bisa berbicara




intermediate (lower and
upper), and advanced.
Begginer is the one that
don't understand
English or either just
begin to learn or had
already practiced
English without any
prior knowledge of
English. As for
advanced is
communicating fluently
on most topics,
experiencing

ony minor difficulties in
vocabulary, grammar,

and pronunciation.

dengan cukup dengan cukup baik
pada beberapa topic dalam
Bahasa Inggris, tetap masih
memeiliki kendala pada
kurangnya penguasaan kosa kata,
tata bahasa dan pengucapan
c.Advance : Dapat berbicara

Bahasa Inggris dan fasih

Lack

TomHutchinson
and
Alan Waters
(1993:55)
The student problems
while studying or what
the students know

already

6. Kesulitan apa yang Anda hadapi

dalam belajar Bahasa Inggris...
(boleh memilih lebih dari satu)

a. Kekurangan kosakata Bahasa
Inggris
b. Kesulitan dalam pelafalan

kosakata Bahasa Inggris

c. Kurangnya media pembelajaran

seperti buku vocab (kosakata)

d. Kurangnya motivasi untuk

belajar Bahasa Inggris




According to Graves,
materials development
is the planning process
by a teacher creating
units and lessons those

7. Jenis buku kosakata yang Anda
sukai ...
(boleh memilih lebih dari satu)
a. Buku kosakata bergambar
b. Buku kosakata tidak bergambar

Wants units to carry out the c. Buku kosakata berwarna
goals of the course. d. Buku kosakata tidak berwarna
It takes place on a
continuum of decision-
making and creativity
which ranges from
being given a textbook
and a timetable in which
to develop all the
materials will use in
class
Robert Gardner (1985) | 8. Apakah yang menjadi hal menarik
Referensi: Gardner, R. dalam belajar Bahasa Inggris yang
C. (1985). Social berkaitan dengan tata kelola
Psychology and Second perkantoran...
Language Learning: (boleh memilih lebih dari satu)
The Role of Attitude and a. Dapat bercakap-cakap dengan
Motivation. Edward Bahasa Inggris dalam

Wants Arnold. lingkungan kerja

Theory: “Attitude and
Motivation Test Battery
(AMTB)” shows that
students' motivation and
attitude towards the
target language affect

learning outcomes. In an

b. Mengetahui kegiatan-kegiatan
tentang tata kelola perkantoran
dalam Bahasa Inggris

c. Mengetahui kata benda dan
kata kerja tentang tata kelola
perkantoran dalam Bahasa

Inggris




office context, creating
teaching materials that
are relevant to students'
career aspirations and
work environment can
increase their
motivation to learn

English.

Wants

James Paul Gee (2004)
Referensi: Gee, J. P.
(2004). Situated
Language and
Learning: A Critique of
Traditional Schooling.
Routledge.

Theory: Gee introduced
“Situated Learning”,
which suggests that
vocabulary should be
learned in relevant and
authentic contexts. To
improve vocabulary
learning, students
should practice using
vocabulary in real and
relevant situations,
which helps them
understand and
remember vocabulary
better.

9. Apa yang ingin anda tingkatkan
dalam belajar vocabulary?
(boleh memilih lebih dari satu)
a. Dapat berbicara dengan pilihan
kosakata yang tepat
b. Dapat berbicara dengan
percaya diri karena pengucapan
kata yang benar
c. Dapat menulis dengan pilihan
kata yang tepat
d. Dapat memahami suatu bacaan
e. Dapat memberi informasi
dengan baik dalam Bahasa

Inggris




Wants

Tomlinson (2011) has
noted that adaptation
can be implemented by
reducing, adding,
omitting, modifying,
and supplementing
learning materials. He
also proposes several
basic principles of
developing learning
materials which relevant
to the materials
development for

language teaching.

10. Bagaimana ukuran buku
kosakata yang anda inginkan...
a. Ukuran buku saku
b. Ukuran A5 (standar ukuran
buku tulis)
c. Ukuran A4 (standar ukuran

buku gambar)




LEMBAR VALIDASI INSTRUMENT PENELITIAN
Designing English Vocabulary Book For The Office Administration Students
At SMK 1 Palopo

A. Petunjuk Pengisian
1. Lembar penilaian kelayakan ini meliputi aspek pendahuluan, isi, dan
bahasa.

(S

. Berikan tanda centang (v') pada kolom angka yang sesuai dengan penilaian

yang Anda berikan.

»

. Interval skala yang diberikan sebagai berikut :
1: Tidak layak
2: Kurang layak
3: Cukup layak
4: Layak
5: Sangat layak

4. Mohon kesediaannya untuk memberikan saran perbaikan diakhir lembaran
ini.
B. Penilaian Kelayakan
No. Uraian Kelayakan

I Aspek Isi (content) 1123

A | Tujuan penelitian dinyatakan jclas

B | Tujuan kuisioner dinyatakan dengan

jelas.

SN A

C | Petunjuk pengisian kuisioner mudah

dipahami




Il | Aspek Cakupan (scope of content) 5

A | Butir — butir kuisioner mencakup data
yang berhubungan dengan cakupan isi
materi memadai.

B | Butir - butir kuisioner dirumuskan dalam
Bahasa Indonesia yang baik dan benar.

C | Butir - butir kuisioner dirumuskan dalam
Bahasa Indonesia yang efisien.

D | Butir — butir kuisioner dirumuskan dalam
bahasa yang mudah dipahami sesuai
tingkat kemampuan berbahasa
responden.

111 | Aspek Bahasa (language) 5

A | Butir - butir kuisioner dirumuskan dalam
Bahasa Indonesia yang baik dan benar.

B | Butir — butir kuisioner dirumuskan dalam
Bahasa Indonesia yang efektif.

C | Butir — butir kuisioner dirumuskan dalam
Bahasa Indonesia yang efisien.

D | Butir — butir kuisioner dirumuskan dalam
Bahasa yang mudah dipahami sesuai
tingkat'kemampuan berbahasa
responden.

C. Komentar

..................................................................

-----------------

.....................
........................................................................

........................
......................................................................



QUESTIONNAIRE
Designing English VVocabulary Book For the Office Administration at SMK 1
Palopo

Kuesioner ini disusun dengan tujuan mengumpulkan data analisis kebutuhan
atau need analysis siswa pada kemampuan dan kebutuhan terhadap penguasaan
kosakata pada siswa jurusan administrasi perkantoran di SMK 1 Palopo. Hasil
data yang diperoleh akan dijadikan sebagai salah satu acuan penyusunan materi
pada pembuatan vocabulary book dengan isi yang dikaitkan dengan jurusan
administrasi perkantoran.

A. Data Responden

Nama : Jenis Kelamin :
Usia Kelas

B. Petunjuk Pengisian

Berilah tanda (x) pada pilihan pertanyaan yang sesuai dengan keadaan Anda saat
ini dan Anda dapat memilih lebih dari satu jawaban. Sesuaikan dengan kebutuhan
dan keinginan Anda terkait dengan penguasaan kosakata Bahasa Inggris dan buku
kosakata Bahasa Inggris

1. Tujuan Anda belajar Bahasa Inggris saat ini adalah...
(boleh memilih lebih dari satu)
a. Saya ingin fasih berbicara Bahasa Inggris dengan baik dan benar
b. Agar bisa mengakses informasi yang berbahasa Inggris
c. Sebagai kebutuhan Pendidikan selanjutnya
d. Sebagai kebutuhan karir atau pekerjaan dimasa depan
2. Bagaimana tingkat pemahaman Bahasa Inggris Anda saat ini...
a. Basic : megetahui sedikit kosakata dan masih memiliki banyak kekurangan
pada pengucapan (pronounciation)
b. Intermediate: Bisa berbicara dengan cukup dengan cukup baik pada
beberapa topic dalam Bahasa Inggris, tetap masih memeiliki kendala pada

kurangnya penguasaan kosa kata, tata bahasa dan pengucapan



c. Advance : Dapat berbicara Bahasa Inggris dan fasih

3. Kesulitan apa yang Anda hadapi dalam belajar Bahasa Inggris...

(boleh memilih lebih dari satu)
a. Kekurangan kosakata Bahasa Inggris
b. Kesulitan dalam pelafalan kosakata Bahasa Inggris
c. Kurangnya media pembelajaran seperti buku vocab (kosakata)
d. Kurangnya motivasi untuk belajar Bahasa Inggris
4. Bagaimana strategi yang ingin Anda lakukan untuk memahami dan

meningkatkan kosakata Bahasa Inggris...

(boleh memilih lebih dari satu)
a. Menebak arti dari teks/konteks
b. Belajar mandiri dengan membaca kamus atau buku kosakata Bahasa Inggris
c. Belajar melalui media sosial
d. Belajar dengan mengikuti bimbel
5. Jenis buku kosakata yang Anda sukai ...
(boleh memilih lebih dari satu)
a. Buku kosakata bergambar
b. Buku kosakata tidak bergambar
c. Buku kosakata berwarna
d. Buku kosakata tidak berwarna
6. Apakah yang menjadi hal menarik dalam belajar Bahasa Inggris yang berkaitan
dengan tata kelola perkantoran...
(boleh memilih lebih dari satu)
a. Dapat bercakap-cakap dengan Bahasa Inggris dalam lingkungan kerja
b. Mengetahui kegiatan-kegiatan tentang tata kelola perkantoran dalam Bahasa
Inggris
c. Mengetahui kata benda dan kata kerja tentang tata kelola perkantoran dalam
Bahasa Inggris
7. Apa yang ingin anda tingkatkan dalam belajar vocabulary?

(boleh memilih lebih dari satu)



a. Dapat berbicara dengan pilihan kosakata yang tepat
b. Dapat berbicara dengan percaya diri karena pengucapan kata yang benar
c. Dapat menulis dengan pilihan kata yang tepat
d. Dapat memahami suatu bacaan
e. Dapat memberi informasi dengan baik dalam Bahasa Inggris
8. Bagaimana konten buku kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
a. Dilengkapi dengan cara pengucapan
b. Dilengkapi dengan gambar
c. Dilengkapi dengan terjemahan
9. Bagaimana ukuran buku kosakata yang anda inginkan...
a. Ukuran buku saku
b. Ukuran A5 (standar ukuran buku tulis)
c. Ukuran A4 (standar ukuran buku gambar)

10. Apa saja konten dalam buku kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
a.Kosakata

b.Phrase

c.conversation



APPENDIX 3

THE RESULT OF THE

NEED ANALYSIS



QUESTIONNAIRE

Designing English Vocabulary Book For the Office Administration at SMK |
Palopo

Kuesioner ini disusun dengan tujuan mengumpulkan data analisis kebutuhan
atau need analysis siswa pada kemampuan dan kebutuhan terhadap penguasaan
kosakata pada siswa jurusan administrasi perkantoran di SMK 1 Palopo. Hasil data
vang diperoleh akan dijadikan sebagai salah satu acuan penyusunan materi pada
pembuatan vocabulary bool dengan isi yang dikaitkan dengan jurusan administrasi

perkantoran.

A. Data Responden
‘Nama :Tqﬁ«\jo\ Jenis Kelamin : ?erm\qun
Usia 1\6 Tanun Kelas A W 2
B. Petunjuk Pengisian
Berilah tanda (x) pada pilihan pertanyaan yang sesuai dengan keadaan Anda
saat ini dan Anda dapat memilih lebih dari satu jawaban. Sesuaikan dengan
kebutuhan dan keinginan Anda terkait dengan penguasaan kosakata Bahasa
Inggris dan buku kosakata Bahasa Inggris. Jika Anda memilih jawaban lain-
lain, tuliskan jawaban tersebut dengan jelas dan singkat.
1. Tujuan Anda belajar Bahasa Inggris saat ini adalah...
(boleh memilih lebih dari satu)
& Saya ingin fasih berbicara Bahasa Inggris dengan baik dan benar
b. Agar bisa mengakses informasi yang berbahasa Inggris
c. Sebagai kebutuhan Pendidikan selanjutnya
3K Sebagai kebutuhan karir atau pekerjaan dimasa depan
2. Bagaimana tingkat pemahaman Bahasa Inggris Anda saat ini...
K Basic : megetahui sedikit kosakata dan masih memiliki banyak
kekurangan pada pengucapan (pronounciation)
b. Intermediate: Bisa berbicara dengan cukup dengan cukup baik pada
beberapa topic dalam Bahasa Inggris, tetap masih memeiliki kendala

pada kurangnya penguasaan kosa kata, tata bahasa dan pengucapan



¢. Advance : Dapat berbicara Bahasa Inggris dan fasih
3. Kesulitan apa yang Anda hadapi dalam belajar Bahasa Inggris...
(boleh memilih lebih dart satu)
. Kekurangan kosakata Bahasa Inggris
¥_ Kesulitan dalam pelafalan kosakata Bahasa Inggris
c. Kurangnya media pembelajaran seperti buku vocab (kosakata)
d. Kurangnya motivasi untuk belajar Bahasa Inggris
4. Bagaimana strategi yang ingin Anda lakukan untuk memahami dan
meningkatkan kosakata Bahasa Inggris. ..
(boleh memilih lebih dari satu)
a. Menebak arti dari teks/konteks
b. Belajar mandiri dengan membaca kamus atau buku kosakata Bahasa
Inggris
¥ Belajar melalui media sosial
d. Belajar dengan mengikuti bimbel
5. Jenis buku kosakata yang Anda sukai ...
(boleh memilih lebih dari satu)
A Buku kosakata bergambar
b. Buku kosakata tidak bergambar
. Buku kosakata berwarna
d. Buku kosakata tidak berwarna
6. Apakah yang menjadi hal menarik dalam belajar Bahasa Inggris yang
berkaitan dengan tata kelola perkantoran...
(boleh memilih lebih dari satu)
a. Dapat bercakap-cakap dengan Bahasa Inggris dalam lingkungan kerja
_ Mengetahui kegiatan-kegiatan tentang tata kelola perkantoran dalam
Bahasa Inggris
c. Mengetahui kata benda dan kata kerja tentang tata kelola perkantoran
dalam Bahasa Inggris
7. Apa yang ingin anda tingkatkan dalam belajar vocabulary?

(boleh memilih lebih dari satu)



K Dapat berbicara dengan pilihan kosakata yang tepat
b. Dapat berbicara dengan percaya diri karena pengucapan kata yang
benar
¢. Dapat menulis dengan pilihan kata yang tepat
w._ Dapat memahami suatu bacaan
¢. Dapat memberi informasi dengan baik dalam Bahasa Inggris
8. Bagaimana konten buku kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
K_ Dilengkapi dengan cara pengucapan
b. Dilengkapi dengan gambar
3¥_ Dilengkapi dengan terjemahan
9. Bagaimana ukuran buku kosakata yang anda inginkan...
a. Ukuran buku saku
3K Ukuran A5 (standar ukuran buku tulis)
c. Ukuran A4 (standar ukuran buku gambar)

10. Apa saja konten dalam buku kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
X Kosakata

b. Phrase

X_ conversation



QUESTIONNAIRE

Designing English Vocabulary Book For the Office Administration at SMK 1

Palopo

Kuestoner ini disusun dengan tujuan mengumpulkan data analisis kebutuhan
atau need analysis siswa pada kemampuan dan kebutuhan terhadap penguasaan
kosakata pada siswa jurusan administrasi perkantoran di SMK 1 Palopo. Hasil data
vang diperoleh akan dijadikan sebagai salah satu acuan penyusunan materi pada
pembuatan vocabulary bool dengan isi yang dikaitkan dengan jurusan administrasi

perkantoran.

A. Data Responden
Nama : \r(—am \riandi (;*/qm Jenis Kelamin: \_a¢l - Lagq
Usia :l6 Tangn Kelas P\ MpLe o
B. Pctunjuk Pengisian
Berilah tanda (x) pada pilihan pertanyaan yang sesuai dengan keadaan Anda
saat ini dan Anda dapat memilih lebih dari satu jawaban. Sesuaikan dengan
kebutuhan dan keinginan Anda terkait dengan penguasaan kosakata Bahasa
Inggris dan buku kosakata Bahasa Inggris. Jika Anda memilih jawaban lain-
Jain, tuliskan jawaban tersebut dengan jelas dan singkat.
1. Tujuan Anda belajar Bahasa Inggris saat ini adalah...
(boleh memilih lebih dari satu)
K Saya ingin fasih berbicara Bahasa Inggris dengan baik dan benar
b. Agar bisa mengakses informasi yang berbahasa Inggris
c. Sebagai kebutuhan Pendidikan selanjutnya
d. Sebagai kebutuhan Karir atau pekerjaan dimasa depan
2. Bagaimana tingkat pcmahaman Bahasa Inggris Anda saat ini...
#~ Basic : megetahui sedikit kosakata dan masih memiliki banyak
kekurangan pada pengucapan (pronounciation)
b. Intermediate: Bisa berbicara dengan cukup dengan cukup baik pada
beberapa topic dalam Bahasa Inggris, tetap masih memeiliki kendala

pada kurangnya penguasaan kosa kata, tata bahasa dan pengucapan



v

¢. Advance : Dapat berbicara Bahasa Inggris dan fasih

Kesulitan apa yang Anda hadapi dalam belajar Bahasa Inggris...

(boleh memilil lebth dari satu)

a. Kekurangan kosakata Bahasa Inggris

¥ Kesulitan dalam pelafalan kosakata Bahasa Inggris

& Kurangnya media pembelajaran seperti buku vocab (kosakata)

d. Kurangnya motivasi untuk belajar Bahasa Inggris

Bagaimana strategi yang ingin Anda lakukan untuk memahami dan

meningkatkan kosakata Bahasa Inggris...

(boleh memilih lebih dari satu)

a. Menebak arti dari teks/konteks

b. Belajar mandiri dengan membaca kamus atau buku kosakata Bahasa
Inggris

w_ Belajar melalui media sosial

d. Belajar dengan mengikuti bimbel

Jenis buku kosakata yang Anda sukai ...

(boleh memilih lebih dari satu)

'/ Buku kosakata bergambar

b. Buku kosakata tidak bergambar

¥ Buku kosakata berwarna

d. Buku kosakata tidak berwarna

Apakah yang menjadi hal menarik dalam belajar Bahasa Inggris yang

berkaitan dengan tata kelola perkantoran...

(boleh memilih lebih dari satu)

a. Dapat bercakap-cakap dengan Bahasa Inggris dalam lingkungan kerja

X Mengetahui kegiatan-kegiatan tentang tata kelola perkantoran dalam
Bahasa Inggris

c. Mengetahui kata benda dan kata kerja tentang tata kelola perkantoran
dalam Bahasa Inggris

Apa yang ingin anda tingkatkan dalam belajar vocabulary?

(boleh memilih lebih dari satu)



Dapat berbicara dengan pilihan kosakata yang tepat
Dapat berbicara dengan percaya diri karena pengucapan kata yang
benar

c¢.  Dapat menulis dengan pilihan kata yang tepat

d. Dapat memahami suatu bacaan

¢. Dapat memberi informasi dengan baik dalam Bahasa Inggris
8. Bagaimana konten buku kosakata yang anda inginkan...

(boleh memilih lebih dari satu)

a. Dilengkapi dengan cara pengucapan

b. Dilengkapi dengan gambar

%._ Dilengkapi dengan terjemahan
9. Bagaimana ukuran buku kosakata yang anda inginkan...

) 4 Ukuran buku saku

b. Ukuran A5 (standar ukuran buku tulis)

c. Ukuran A4 (standar ukuran buku gambar)

10. Apa saja konten dalam buku kosakata yang anda inginkan...
(boleh memilih lebih dari satu)
. Kosakata

b. Phrase

9 conversation



QUESTIONNAIRE

Designing IEnglish Vocabulary Book For the Office Administration at SMK |

Palopo

Kuestoner ini disusun dengan tujuan mengumpulkan data analisis kebutuhan
atau need analysis siswa pada kemampuan dan kebutuhan terhadap penguasaan
kosakata pada siswa jurusan administrasi perkantoran di SMK 1 Palopo. Hasil data
vang diperoleh akan dijadikan scbagai salah satu acuan penyusunan materi pada
pembuatan vocabulary bool dengan isi yang dikaitkan dengan jurusan administrasi

perkantoran.

A. Data Responden
Nama : Sitxy Wiuthemainnah Jenis Kelamin : YaemnQuad
Usia : \o tadaun Kelas X w1
B. Petunjuk Pengisian
Berilah tanda (x) pada pilihan pertanyaan yang sesuai dengan keadaan Anda
saat ini dan Anda dapat memilih lebih dari satu jawaban. Sesuaikan dengan
kebutuhan dan keinginan Anda terkait dengan penguasaan kosakata Bahasa
Inggris dan buku kosakata Bahasa Inggris. Jika Anda memilih jawaban lain-
lain, tuliskan jawaban tersebut dengan jelas dan singkat.
1. Tujuan Anda belajar Bahasa Inggris saat ini adalah...
(boleh memilih lebih dari satu)
. Saya ingin fasih berbicara Bahasa Inggris dengan baik dan benar
b. Agar bisa mengakses informasi yang berbahasa Inggris
c. Sebagai kebutuhan Pendidikan selanjutnya
W Sebagai kebutuhan karir atau pekerjaan dimasa depan
2. Bagaimana tingkat pemahaman Bahasa Inggris Anda saat ini...
a. Basic : megetahui sedikit kosakata dan masih memiliki banyak
kckurangan pada pengucapan (pronounciation)
$_ Intermediate; Bisa berbicara dengan cukup dengan cukup baik pada
beberapa topic dalam Bahasa Inggris, tetap masih memeiliki kendala

pada kurangnya penguasaan kosa kata, tata bahasa dan pengucapan



n

¢. Advance : Dapat berbicara Bahasa Inggris dan fasih

Kesulitan apa vang Anda hadapi dalam belajar Bahasa Inggris...

(boleh memilih lebth dari satu)

a. Kckurangan kosakata Bahasa Inggris

¥_ Kesulitan dalam pelafalan kosakata Bahasa Inggris

¢. Kurangnya media pembelajaran seperti buku vocab (kosakata)

d. Kurangnya motivasi untuk belajar Bahasa Inggris

Bagaimana strategi yang ingin Anda lakukan untuk memahami dan

meningkatkan kosakata Bahasa Inggris. ..

(boleh memilih lebih dan satu)

a. Menebak arti dari teks/konteks

K. Belajar mandiri dengan membaca kamus atau buku kosakata Bahasa
Inggris

w Belajar melalui media sosial

d. Belajar dengan mengikuti bimbel

Jenis buku kosakata yang Anda sukai ...

(boleh memilih lebih dari satu)

¥ Buku kosakata bergambar

b. Buku kosakata tidak bergambar

& Buku kosakata berwarna

d. Buku kosakata tidak berwarna

Apakah yang menjadi hal menarik dalam belajar Bahasa Inggris yang

berkaitan dengan tata kelola perkantoran...

(boleh memilih lebih dari satu)

®%_ Dapat bercakap-cakap dengan Bahasa Inggris dalam lingkungan kerja

b. Mengetahui kegiatan-kegiatan tentang tata kelola perkantoran dalam
Bahasa lnggﬁs

c. Mengetahui kata benda dan kata kerja tentang tata kelola perkantoran
dalam Bahasa Inggris

Apa yang ingin anda tingkatkan dalam belajar vocabulary?

(boleh memilih lebih dari satu)



10.

a. Dapat berbicara dengan pilihan kosakata yang tepat

k( Dapat berbicara dengan percaya diri karena pengucapan kata yang
benar

c¢. Dapat menulis dengan pilihan kata yang tepat

d. Dapat memahami suatu bacaan

w Dapat memberi informasi dengan baik dalam Bahasa Inggris

Bagaimana konten buku kosakata yang anda inginkan...

(boleh memilih lebih dari satu)

a. Dilengkapi dengan cara pengucapan

b. Dilengkapi dengan gambar

& Dilengkapi dengan terjemahan

Bagaimana ukuran buku kosakata yang anda inginkan...

a. Ukuran buku saku

¥ Ukuran A5 (standar ukuran buku tulis)

¢. Ukuran A4 (standar ukuran buku gambar)

Apa saja konten dalam buku kosakata yang anda inginkan. ..
(boleh memilih lebih dari satu)
% Kosakata

. Phrase

c. conversation



APPENDIX 4

THE RESULT OF THE INTERVIEW
QUESTIONS WITH THE ENGLISH

TEACHER AND STUDENT



Lembar Interview dengan Guru Bahasa Inggris

Narasumber : Rina S.Pd
Jabatan : Guru Bahasa Inggris
Sekolah : SMKN 1 Palopo

Kelas Observasi : XI MPLB 2

Hari/tanggal interview : 19 Juni 2024

No. Pertanyaan

Jawaban

1 | Berapa jumlah siswa dikelas

yang ibu ajar?

Rata — rata untuk siswa kelas XI
MPLB untuk 2 kelas sekitar 30 — 32

siswa per kelasnya.

2 | Kurikulum apa yang digunakan

oleh sekolah untuk saat ini ?

Saat ini sekolah menggunakan

Kurikulum merdeka.

3 | Bagaimana tingkat pemahaman

Bahasa Inggris siswa saat ini?

Sejauh ini tingkat pemahaman
mereka masih dikategori basic tatapi
sebagian dari mereka ada yang telah
mampu berkomunikasi dalam Bahasa
Inggris dalam konteks sederhana
misalnya Ketika izin keluar kelas

atau pada saat ingin ke toilet

4 | Bagaimana pembelajaran Bahasa
Inggris di jurusan tata Kelola dan
administrasi perkantoran untuk

kelas XI terkait materinya?

Untuk sejauh ini dalam mengajar
guru selalu mengaitkan materi
dengan jurusan, termasuk juga

dengan kosakata Bahasa Inggris nya.




Apakah untuk dikelas XI ini
pembelajaran Bahasa Inggris nya
masih general atau sudah spesifik
pada jurusan administrasi

perkantoran?

Untuk saat ini materi pembelajaran

masih umum untuk semua jurusan.

Apakah dengan adanya buku
kosakata Bahasa Inggris terkait
jurusan administrasi perkantoran
akan sangat dibutuhkan dan

membantu?

lya perlu sekali, dengan begitu akan
membantu siswa untuk termotivasi

dalam belajar Bahasa Inggris.




Lembar Interview Dengan Siswa Kelas XI MPLB 2

Narasumber . Siswa kelas XI MPLB 2
Jabatan : Siswa

Sekolah : SMKN 1 Palopo

Kelas Observasi : XI MPLB 2

Hari/tanggal interview : 19 Juni 2024

No. Pertanyaan

Jawaban

1. | Bagaimana pemahaman Bahasa

Inggris Anda secara umum?

Pemahaman Bahasa Inggris kami

saat ini masih basic.

2. | Bagaiamana pemahaman Bahasa
Inggris Anda terkait jurusan

administrasi perkantoran?

Untuk saat ini saya sudah luamayan
banyak tahu tentang kosakata
dibidang perkantoran seperti
contohnya dalam hal kata benda,
tetapi tidak sedikit juga dari teman
teman yang pemahaman
kosakatanya masih kurang dan

bahkan tidak tahu.

3. | Bagaiamana tanggapan Anda
tentang adanya buku kosakata
Bahasa Inggris, apakah

dibutuhkan?

Menurut saya sangat berguna, jadi
dengan adanya buku kosakata
Bahasa Inggris yang menarik
tentunya akan sangat membantu

kami dalam belajar.




APPENDIX 5

THE RESULT OF THE

INSTRUMENT’S VALIDATION OF

PRODUCT BY EXPERT



LEMBAR VALIDASI INSTRUMENT EVALUASI PRODUK
Designing English Vocabulary Book For The Officc Administration Students

At SMK 1 Palopo

A. Petunjuk Pengisian

1. Lembar penilaian kelayakan ini meliputi aspek pendahuluan, isi, dan

bahasa.

3]

. Berikan tanda centang (v') pada kolom angka yang sesuai dengan penilaian

yang Anda berikan.
3. Interval skala yang diberikan sebagai berikut :
1: Tidak layak 4: Layak
2: Kurang layak 5: Sangat layak

3: Cukup layak
4, Mohon kesediaannya untuk memberikan saran perbaikan diakhir lembaran
ini.

B. Penilaian Kelayakan

No. Uraian Kelayakan
I Aspek Isi (content) 112|345
A | Tujuan penelitian dinyatakan jelas 7 |
B | Tujuan kuisioner dinyatakan dengan jelas. v
C | Petunjuk pengisian kuisioner mudah dipahami e
Il Aspek Bahasa (language) 1 2 (3 |4 |5
A | Butir - butir kuisioner dirumuskan dalam Bahasa vl
Indonesia yang baik dan benar.
B | Butir - butir kuisioner dirumuskan dalam Bahasa \/X
Indonesia yang efektif.




C | Butir — butir kuisioner dirumuskan dalam Bahasa

Indonesia yang efisien. \/'
D | Butir - butir kuisioner dirumuskan dalam Bahasa
L
yang mudah dipahami sesuai tingkat kemampuan V]

berbahasa responden.

C. Komentar

.............................................................................................
---------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------

.............................................................................................

E. Kesimpulan
Instrument kuisioner ini (lingkari salah satu pilihan) :
1. Tidak dapat digunakan
2. Dapat digunakan

@apat digunakan dengan perbaikan sebagai berikut

.......................................................................................
.......................................................................................

---------------------------------------------------------------------------------------

Palopo, 2.‘?./ 82/21?9«4

Penilai Kelayakan

.................................
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APPENDIX 6

THE RESULT OF THE EXPERT’S

VALIDATION OF THE PRODUCT



D.

Nama

Umur

KUESIONER EVALUASI UNTUK AHLI DESIGN DAN LAYOUT

Data Responden
- ST \MeqmA N T
053 A

Jenis Kelamin

"
Pendidikan Ost O Oz O professor

Pengalaman Mengajar: D 0-2 tahun Eh-4 tahun Bﬁ% tahun Daétahun

E.

Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (") pada kolom yang disediakan.

Keterangan Poin Validitas:

5 : Sangat Sesuai 2 : Kurang Sesuai
4 : Sesuai 1 : Tidak Sesuai
3 : Cukup
No | Pernyataan [s]4]3]2]1
Desain dan Layout
Pemilihan warna pada English Vocabulary Book for the Office
V| Admnistration Students menarik. i
2. | Sampul English Vocabulary Book for the Office Administration Students o
menarik,
3. | Tampilan isi English Vocabulary Book for the Office Administation Students o
jelas.
4, | Pengpuaan tanda baca tepat. Vv
< Susunan mater1 dalam English Vocabulary Book for the
*\ OfficeAdmmistration Students sistemalis, 4
6. | Sumber dalam Lnglish Vocabulary Book for the Office Admnistration J
Students jelas. i
7. | Jarak spasi sesuai. v |V
8. | Pemilihan huruf dan ukurannya konsisten dan tepat v
Rangkuman Kualitauf;
Pum\'\'“ \Wm\- den Uleursn Yu L"umk'\ doa JfC(a l




F.  Kesimpulan

Secara umum, pendapat Bapak/Ibu terhadap English Vocabulary Book for the Office Administrtion Students

yang dikembangkan:
Layak
b. / layakdengan perbaikan
& Tidak layak
Palopo, 20/8/2024
' Penilai Kelayakan

L Harsua, pd

.............................

(P 9510909 2019 03 20U



A

Nama

Umur

KUESIONER EVALUASI UNTUK AHLI MATERI

Data Responden

Mageruh Thljjl!»
39 Tha

JenisKelamin ~ ; Perempuan
Pendidikan Ost Os: M3 [ professor

Pengalaman Mengajar: D 0-2 tahun DM tahun D1-6 tahun M26tahun

B.

Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (#°) pada kolom yang disediakan.

Keterangan Poin Validitas:

5
4
3

- Sangat Sesuai 2 : Kurang Sesuai
- Sesuai I : Tidak Sesuai
- Ragu - ragu

No

Pernyataan

HEBBE

A. Konten

Cakupan isi materi dalam English Vocabulary Book for the Office

Administration Students sesuai dengan kebutuhan siswa SMKN 1 Palopo.

Kedalaman fokus vocabulary dalam English Vocabulary Book for the
OfficeAdministration Students untuk siswa di SMKN | Palopo sudah
memadai.

Keaslian vocabulary dalam English Vocabulary Book for the Office
Administration Students untuk siswa di SMKN 1 Palopo sudah
memadai.

4.

Pemilihan gambar ilustrasi dapat mercpresentasikan
vocabulary.

Rangkuman Kualitatif:

.MﬂS\L (Aiﬂl 'k'J(MLM'\ k“h 33 K”““j hq{-
Ahlah Jekonis magil, perly A|+‘hb&‘»\ a0 porfinga

i gewa £ G b

msh el pepreqenhib

==

B. Input

Input vocabulary dalam English Vocabulary Book for the Office
Admunistration Students membantu meningkatkan kemampuan Bahasa
Inggns siswa SMKN 1 Palopo.




10.

Input vocabulary dalam English Vocabulary Book for the Office
Admmistration Students sesuai dengan kemampuan siswa di SMKN |
Palopo.

11

Input vocabulary dalam English Vocabulary Book for the Office
Administration Students book sudah menank.

12.

Input vocabulary dalam English 'ocabulary Book for the Office
Admmistration Students sesuai dengan kemampuan berbahasa siswa SMKN
1 Palopo.

13.

Input vocabulary dalam English Vocabulary Book for the Office
Admimistration Students telah mencakup struktur bahasa yang benar.

4.

Prlihan vocabulary sesuai dengan karaktenistik siswa.

5.

Input vocahulary dalam English Vocabulary Book for the Office
Admmstration Students dapat menambah wawasan siswa SMKN |
Palopo.

16.

Pithan gambar pada vocabulary sesuai dengan siswa SMKN 1 Palopo.

Rangkuman K ualitatif:

, gm.bm- LU“ 4({7«!4{' u’ﬂvlh JAV J(SQSdM‘ku Xe«jﬁk kmkuﬂ\“sk (Ywa

CuK.

C.  Kesimpulan
Secara umum, pendapat Bapak/Ibu terhadap English Vocabulary Book for the Office Administration Students
yang dikembangkan:
a. Layak
b.  Llayakdengan perbaikan
¢.  Tidaklayak
Palopo, ...........

..............................

............




KUESIONER EVALUASI UNTUK AHLI BAHASA

A. Data Responden

Nama :w:&w(, A.C\. gAj) M.L(UW\ ‘
Unwr : §¢
JenisKelamin Pq_\i’aw»fl)u(m

Pendidikan st Ms: sz [ professor

Pengalaman Mengajar: D 0-2 tahun Eb-‘t tahun D4-6 tahun 2 6 tahun

B. Tabel Evaluasi
Isilah tabel berikut dengan memberikan tanda centang (v') pada kolom yang discdiakan.

Keterangan Poin Validitas:

4
3
2

: Sangat Baik
: Baik

: Kurang Baik
: Tidak Baik

No |

Pernyataan

[4]3]2]1

Bahasa

Vocabulary yang digunakan dalam English Vocabulay Book for the Office
Administration Students dengan benar,

A

Vocabulary yang disajikan English Vocabulary Book for the Office
Administration Students sesuai dengan tingkatan perkembangan kognitif
siswa,

3

Vocabulary yang disajikan mudah dipahami

Vi

4.

Keseluruhan vocabulary sesuai dengan  kemampuan
Stswa,

v

B

Rangkuman Kia.l‘ia.if:
7%

. 4‘1;,‘.4/;/'.( ia

(,LM-'LL Aay (\ l""(tt L. [\Cr(m_l,lq L(ru.[-m“d'.’ (‘:[‘-"t
33 A L\LIJ (2 (‘6,*l,_u ,)('JA 0‘;1;” q.“.'_u /Q‘_‘;'w’\-) .
pJJ,ur/.[m A ol b A perlma b

Lbu-'al;\/& l‘>.' f)(‘LL'V\LL‘C- §»/ M\étrc L\J N

) {{,\L )E\otu,“\‘& C,\_- lu.qu J wlals PQ\M\.LLE § é:NL
Pt.ﬂlr\_t,L@, LHL”LQ(’_'!LPJ\A bhag - C-g PL A /L‘; {y

j /(,tu:jtﬁ



C.  Kesimpulan
Secara umum, pendapat Bapak/Ibu terhadap English Vocabulary Book for the Office Administration Studen

yang dikembangkan:

a.  layak

@ Layak dengan perbaikan

c.  Tidak layak
Palopo, prI 20y
Penilai Kelayakan




APPENDIX 7

THE RESULT OF THE

INSTRUMENT’S EVALUATION OF

THE PRODUCT BY EXPERT



LEMBAR VALIDASI INSTRUMENT EVALUASI PRODUK

At SMK 1 Palopo

Petunjuk Pengisian

1. Lembar penilaian kelayakan ini meliputi aspek pendahuluan, isi, dan

bahasa.

o

yang Anda berikan.
3. Interval skala yang diberikan sebagai berikut :
1: Tidak layak

2: Kurang layak

3: Cukup layak

4: Layak

5: Sangat layak

Designing English Vocabulary Book For The Officc Administration Students

. Berikan tanda centang (v') pada kolom angka yang sesuai dengan penilaian

4, Mohon kesediaannya untuk memberikan saran perbaikan diakhir lembaran

ini.

B. Penilaian Kelayakan
No. Uraian Kelayakan
| Aspek Isi (content) 1|23 |[4]S5
A | Tujuan penclitian dinyatakan jelas = |
B | Tujuan kuisioner dinyatakan dengan jelas. v
C | Petunjuk pengisian kuisioner mudah dipahami v’
1 Aspek Bahasa (language) 1 2 (3 |4 |5
A | Butir ~ butir kuisioner dirumuskan dalam Bahasa d
Indonesia yang baik dan benar.
B | Butir - butir kuisioner dirumuskan dalam Bahasa \//

Indonesia yang efektif.




Butir — butir kuisioner dirumuskan dalam Bahasa

Indonesia yang efisien. v
D | Butir - butir kuisioner dirumuskan dalam Bahasa
L
yang mudah dipahami sesuai tingkat kemampuan v

berbahasa responden.

C. Komentar

---------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------

.............................................................................................
---------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------

E. Kesimpulan
Instrument kuisioner ini (lingkari salah satu pilihan) :
1. Tidak dapat digunakan
2. Dapat digunakan
@apat digunakan dengan perbaikan sebagai berikut

---------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------
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APPENDIX 8

THE RESULT OF THE

STUDENTS’ PERCEPTIONS



KUESIONER EVALUASI UNTUK PENGGUNA (SISWA)

“Designing English Vocabulary Book for the Office Administration Students at
SMKN 1 Palopo”

Kuesioner ini disusun dengan tujuan mengumpulkan data perspektif penguns
(siswa) tentang Bahasa, konten, dan design dari English Vocabulary Book for the
Office Administration Office Students pengguna (siswa). Hasil data yang diperoleh
akan dijadikan sebagai salah satu acuan penyusunan skripsi tentang buku kosakata

Bahasa Inggris yang dikaitkan dengan jurusan administrasi perkantoran.

A. Data Responden

Nama : Anin dife  Amands firJaJu”ah
Kelas : X| WpLp 2

B. Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (v') pada kolom
yang disediakan.

Keterangan :

1 - Tidak Setuju
2 : Kurang setuju
3 : Ragu-ragu
4 : Setuju
5 : Sangat setuju
No Pernyataan 1 3 3 14 5

Materi yang disajikan dalam English
L. Vocabulary Book for the Office Administration 4
Students sesuai dengan kebutuhan siswa
administrasi perkantoran SMKN 1 Palopo.

2. | Materi buku Lnglish Vocabulary Book for the ’
Office Administration Students secara

keseluruhan bervariasi.

N

Materi yang disajikan membantu untuk
3. meningkatkan minat belajar dan pemahaman

N




siswa dalam pembelajaran Bahasa Inggris.

Materi buku English Vocabulary Book for the
Office Admimistration students menarik dan
tepat untuk siswa administrasi perkantoran di
SMKN 1 Palopo

h

Pemilihan gambar pada buku Znglish
Vocabulary Book for the Office Administration
Students menarik dan tepat untuk siswa
administrasi perkantoran di SMKN 1 Palopo.

Topik materi pada buku English Vocabulary
Book for the Office Administrasi Students
mudah dipelajari secara mandiri oleh siswa

Pemilihan jenis dan ukuran huruf pada buku
English Vocabulary Book for the Office
Administration Students menarik dan nyaman
untuk dibaca.

Pemilihan warna pada buku English Vocabulary
Book for the Office Administration Students
menarik dan menyenangkan untuk dibaca.

\

Desain sampul £nglish Vocabulary Book for the
Office Administration Students menarik.

N

10.

Desain buku English Vocabulary Book for the
Office Administration Students menarik.

11.

Ukuran buku English Vocabulary Book for the
Office Administration Students sudah tepat,
praktis, dan mudah dibawa kemana-mana.




KUESIONER EVALUASI UNTUK PENGGUNA (SISWA)

“Designing English Vocabulary Book for the Office Administration Students at
SMKN 1 Palopo”

Kuesioner ini disusun dengan tujuan mengumpulkan data perspektif penguns
(siswa) tentang Bahasa, konten, dan design dari English Vocabulary Book for the
Office Administration Office Students pengguna (siswa). Hasil data yang diperolch
akan dijadikan sebagai salah satu acuan penyusunan skripsi tentang buku kosakata

Bahasa Inggris yang dikaitkan dengan jurusan administrasi perkantoran.

A. Data Responden
Nama : T\
Kelas : A\ W L
B. Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (v') pada kolom

yang disediakan.

Keterangan :
1 : Tidak Setuju
2 : Kurang setuju
3 : Ragu-ragu
4 : Setuju
5 - Sangat setuju

No Pernyataan 1 2 3| 4 5

Materi yang disajikan dalam English :
Vocabulary Book for the Office Administration l
Students sesuai dengan kebutuhan siswa '
admuinistrasi perkantoran SMKN 1 Palopo.

2. | Materi buku English Vocabulary Book for the
Office Administration Students secara
keseluruhan bervariasi.

Materi yang disajikan membantu untuk Tl
meningkatkan minat belajar dan pemahaman

\




siswa dalam pembelajaran Bahasa Inggris.

Materi buku ZZnglish Vocabulary Book for the
Office Adnunistration students menarik dan
tepat untuk siswa administrasi perkantoran di
SMKN 1 Palopo

Pemilihan gambar pada buku English
Vocabulary Book for the Office Administration
Students menarik dan tepat untuk siswa
administrasi perkantoran di SMKN 1 Palopo.

Topik materi pada buku English Vocabulary
Book for the Office Administrasi Students
mudah dipelajari secara mandiri oleh siswa

Pemilihan jenis dan ukuran huruf pada buku
English Vocabulary Book for the Office
Administration Students menarik dan nyaman
untuk dibaca.

Pemilihan warna pada buku English Vocabulary
Book for the Office Administration Students
menarik dan menyenangkan untuk dibaca.

Desain sampul £nglish Vocabulary Book for the
Office Administration Students menarik.

10.

Desain buku Fnglish Vocabulury Book for the
Office Administration Students menarik.

11.

Ukuran buku English Vocabulary Book for the
Office Administration Students sudah tepat,
praktis, dan mudah dibawa kemana-mana.

BY BRI




KUESIONER EVALUASI UNTUK PENGGUNA (SISWA)

“Designing English Vocabulary Book for the Office Administration Students at
SMKN 1 Palopo”

Kuesioner ini disusun dengan tujuan mengumpulkan data perspektif penguns
(siswa) tentang Bahasa, konten, dan design dari English Vocabulary Book for the
Office Administration Office Students pengguna (siswa). Hasil data yang diperoleh
akan dijadikan sebagai salah satu acuan penyusunan skripsi tentang buku kosakata

Bahasa Inggris yang dikaitkan dengan jurusan administrasi perkantoran.

A. Data Responden
Nama : AL - W@ Sawa

Kelas : \\ Vg, 1
B. Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (v') pada kolom

yang disediakan.
Keterangan :
1 : Tidak Setuju
2 : Kurang setuju
3 : Ragu-ragu
4 : Setuju
5 . Sangat setuju
No Pernyataan 1 2.1 3| 4 5
L Materi yang disajikan dalam English

‘ocabulary Book for the Office Administration
Students sesuai dengan kebutuhan siswa
administrasi perkantoran SMKN 1 Palopo.
2. | Materi buku English Vocabulary Book for the
Office Administration Students secara
keseluruhan bervariasi,
3 Materi yang disajikan membantu untuk

* | memngkatkan minat belajar dan pemahaman

AN AN




siswa dalam pembelajaran Bahasa Inggris.

Materi buku Znglish Vocabulary Book for the
Office Administration students menarik dan
tepat untuk siswa administrasi perkantoran di
SMKN 1 Palopo

Pemilihan gambar pada buku English
Vocabulary Book for the Office Administration
Students menarik dan tepat untuk siswa
administrasi perkantoran di SMKN 1 Palopo.

Topik materi pada buku English Vocabulary
Book for the Office Administrasi Students
mudah dipelajari secara mandiri oleh siswa

Pemilihan jenis dan ukuran huruf pada buku
English Vocabulary Book for the Office
Administration Students menarik dan nyaman
untuk dibaca.

8.

Pemilihan wamna pada buku English Vocabulary
Book for the Office Administration Students
menarik dan menyenangkan untuk dibaca.

Desain sampul English Vocabulary Book for the
Office Administration Students menarik.

10.

Desain buku English Vocabulary Book for the
Office Administration Students menarik.

11.

Ukuran buku English Vocabulary Book for the
Office Administration Students sudah tepat,
praktis, dan mudah dibawa kemana-mana.




APPENDIX 9

THE RESULT OF THE ENGLISH

TEACHERS’ PERCEPTIONS



KUESIONER EVALUASI UNTUK PENGGUNA (GURU)

“Designing English Vocabulary Book for the Office Administration Students at
SMKN 1 Palopo™

Kuesioner ini disusun dengan tujuan mengumpulkan data perspektif penguns
(siswa) tentang Bahasa, konten, dan design dari English Vocabulary Book for the
Office Administration Office Students pengguna (guru). Hasil data yang diperolch
akan dijadikan scbagai salah satu acuan penyusunan skripsi tentang buku kosakata

Bahasa Inggris yang dikaitkan dengan jurusan administrasi perkantoran.

A. Data Responden

Nama : Qg > S04

Keles : Quvu Brhova \godS
B. Tabel Evaluasi

Isilah tabel berikut dengan memberikan tanda centang (¥') pada kolom
yang disediakan.

Keterangan :

I : Tidak Setuju

2 : Kurang setuju

3 : Ragu-ragu

4 : Setuju

5 : Sangat setuju

No Pernyataan 1 213|145

Materi yang disajikan dalam English Vocabulary
Book for the Office Administration Students
sesuai dengan kebutuhan siswa administrasi
perkantoran SMKN 1 Palopo.

2. | Materi buku English Vocabulary Book for the
Office Administration Students secara V4
keseluruhan bervariasi.

Materi yang disajikan membantu untuk
meningkatkan minat belajar dan pemahaman 4
siswa dalam pembelajaran Bahasa Inggris.

1.




Materi buku English Vocabulary Book for the

Office Administration students menarik dan tepat
untuk siswa administrasi perkantoran di SMKN 1
Palopo

‘h

Pemilihan gambar pada buku English Vocabulary|
Book for the Office Administration Students
menarik dan tepat untuk siswa administrasi
perkantoran di SMKN 1 Palopo.

Topik materi pada buku English Vocabulary
Book for the Office Administrasi Students mudah
dipelajari secara mandiri olch siswa

Pemilihan jenis dan ukuran huruf pada buku
English Vocabulary Book for the Office
Administration Students menarik dan nyaman
untuk dibaca.

Pemilihan warna pada buku English Vocabulary
Book for the Office Administration Students
menarik dan menyenangkan untuk dibaca.

Desain sampul English Vocabulary Book for the
Office Administration Students menarik.

10.

Desain buku English Vocabulary Book for the
Office Administration Students menarik.

11.

Ukuran buku English Vocabulary Book for the
Office Administration Students sudah tepat,

praktis, dan mudah dibawa kemana-mana.

....................................
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PHONETIC SYMBOLS

 symbol. Example. s e
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it tool (alat) i/
I3t ‘work (kerja) Ikt
Y floor (lantai) 180/
ot staff (staf) Istaif/
2
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Director
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PREFACE

the author can complets this product

collection of English vocabulary retated to office administraion
‘majors. The author realizes that this is pot  perfect resull 30 the
author expets criticism and suggestions to make it beter.
Thank you o the lecturers and validators as well as my friends
for the guidance, inspiration and modivation given 1o me 10
‘complete this produt

Hopefully this vocabulary book can make a positive
contribution to it readers.

Author,
i
PHONETIC SYMBOLS
[

Ja file (berkas) [atl/
rev mall {surat) /me1l/
Jout ‘phone (telepon) Ntovn/
leal char (kursi) Year)/
ol coln (koin) feom/
hat gear (perlengkapan)  /gra(r)/

tavt outlook (pandangan)  /autlok/

v RO
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Yy Jofis admsnstrentalr)
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LIST OF CONTENTS
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W copy (salinan) [kopl/
i desk (meja) /desk/
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m meeting (rapat) Fmit/
It report (laporan) feipts
st scan (memindai) /sken/
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Abuntan

O 00‘
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Puisbat tertigi mma

i 1
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£
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rel pen (pena) Ipen/
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ko
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Leader Satt
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Pemimpin Suaf
'

fofis kaa ydinertar] frainmns staif!
Koordistor Peckantoran Staf Keusngan

: i e
%
o ﬂ.

Project Coordinator
‘ fprodgekt oo drantal [moriatan sto:f/
N Koordnator Proysk Staf Pomasaran

il | e s ol
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Jeav]
(Chef Executive Offcar)
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@

RO co
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 using folders
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ST

[ At oo i Do yen =
akan meryssukan undongan kokender J_f-—-«"‘"‘" ST AT This way, you can manage them more easity snd svoia T
getting bogsed down by unimportant emails.
Dengon Cvo inl, hamu (NS0 feb muduf aengesola dan ok I
et dtam emalang 184 perg. .
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et “ @ 48

%‘: hmmmmﬂu vﬂ Toupdate data In the system ﬁw W"- To set up the meeting room ﬁw
Menyusun laporan bulanan Mengupdate data dalam sistem Menylapkan ruang rapat BIB LI O GRA PHY
| R rr———
mmpms dvkumen penting I %}Q Menyusun agenda rapat I v Menyusun laporan tahunan I

- 5 23 September 2020
“To manage the meeting schedule Tomanage office inventory ‘Storing and archiving files.
Mengelola jadwal pertemuan Mengelola inventaris kantor nul.m)mn don mengarsipkan berkas
¥ ‘September 24, 2018
- To archive old files . To sign contract documents -
Mengarsipkan berkas lama I Menandatangani dokumen k\mtmkl i 1 pelatil I
- « Fomi Ardniani. kantor (pergertion dan kegintan)
reply to emails from clients W i propies & presesserizs o W /. Tomanage the project budget
Membalas email dar{ lien =, ‘Meayiaphan preseatas umuh m,,.,. - Mengelola onggaron proyek -, = furgaidan 10heml

' + Agus Setiawan Frasa-Frasa Dlan Komrikss! Bisnls 6
Lindungen

;
e u | e Wi
‘Mengotur anggaran departemen Mllwdoln wﬂkl\l dengan | Mlk « Distios

2022, hisn mww axfar diewinataditiconnez, camderdia arencio

‘soolahiodond000!
~Managing documents efficiently <3 coordinate the project with the team ¥ prepare the space for office events
Zstengelola dokumen dengan .3“ Menghoortinasikan proyek dengan tim  miaphan g vtk acam e

. il .
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SURAT KETERANGAN

TELAH MENELITI



#A PEMERINTAH PROVINSI SULAWESI SELATAN
,ﬁ‘ ; DINAS PENDIDIKAN
,‘@; UPT-SMK NEG. 1 PALOPO

Jin.K.H.M, Kasim No.10 Telp.(0471) 3200930, Kelurahan Pattene, Kota Palopo
Website : http://smkneqeriipalopo.sch.id Email : info@smknegeriipalopo.sch.id

SURAT KETERANGAN PENELITIAN
Nomor: 421.5/5¢} -UPT.SMKN.I/PLP/DISDIK

Yang bertanda tangan di bawah ini, Kepala UPT SMK Negeri | Palopo menerangkan :
Nama

: Sri Ayu Kuswaryati
NIM : 2002020016
Program Studi : Pendidikan Bahasa Inggris
Alamat : Wonorejo, Mangkutana Kab. Luwu Timur
Universitas : Institut Agama Islam Negeri Palopo

Telah selesai melaksanakan penelitian dalam rangka penulisan Skripsi yang dimulai pada tanggal
17 Juli s.d 16 Agustus 2024 berdasarkan Surat dari Dinas Penanaman Modal dan Pelayanan
Terpadu Satu Pintu, Nomor : 500.16.7.1/1805/DPMPTSP, Tanggal 17 Juli 2024, Perihal : Surat
Keterangan , dengan judul penelitian :
"Designing English Vocabulary Book for the Office Administration Students at SMKN 1
Palopo”

Demikian surat keterangan ini diberikan kepada yang bersangkutan untuk digunakan sebagaimana
mestinya.

W& .
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DESIGNING ENGLISH VOCABULARY BOOK FOR THE OFFICE
ADMINISTRATION STUDENTS AT SMKN 1 PALOPO

NALITY REPORY

14% 4 - 2% 3

SIMILARITY INDEX INTERNET SOURCES PUBLICATIONS STUDENT PAPERS

PRIMARY SOURCES

repository.iainpalopo.ac.id 90
Internet Source A)
eprints.uny.ac.id 1,
Internet Source %
reposutorylampare ac.id 1:
Interriet Source %
Jurnalfal -uikabogor.org ‘
Internet Source %
0jS. unpkedm ac.id
lngnmex Source <1 %
eJumal pollteknnkpratama ac.id <1
Internet Source %
eJournaI uniska- kedlri ac.id <'|
[nternet Source %
rep05|tory radenintan.ac. ld
Internet Source <1 %
reposntorl uin-alauddin.ac.id <1 o
0

Internet Source
/
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Maria Cabral. "Foreign students’ attitudes in <1 @
Portuguese language classrooms: an

exploratory study", Intercultural Education,

2005

Publication

Internet Source

bibfac.univ-tlemcen.dz <14

Internet Source

journal.uniku.ac.id <1 %

Student Paper

Submitted to University of Hong Kong <1y

Internet Source

rdoc.univ-sha.dz <1 %

Submitted to Hanoi Pedagogical University 2

Student Paper < 1 %
digilib.unimed.ac.id /
Internet Source < %
www.peacearchnews.com <1,
Internet Source %
boulderlearning.com

Internet Source < 1 %
jurnal.unsur.ac.id

Internet Source <1 %
Submitted to Stadio Holdings

Student Papes <1 %
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Fal

L~

IAIN PALOPO
SURAT KEPUTUSAN
DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN
INSTITUT AGAMA ISLAM NEGERI PALOPO
NOMOR V07 TAHUN 2023
TENTANG

PENGANGKATAN TIM DOSEN PEMBIMBING PENYUSUNAN DAN PENULISAN SKRIPSI

MAHASISWA PROGRAM §1

DENGAN RAHMAT TUHAN YANG MAHA ESA

DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN INSTITUT AGAMA ISLAM NEGERI PALOPO

Menimbang

Mengingat

Menetapkan

Kesatu

Kedua

Ketiga
Keempat

Kelima

Keenam

Tembusan :

a. bahwa demi kelancaran proses penyusunan dan penulisan Skripsi bagi mahasiswa Program
S1, maka dipandang perlu dibentuk Tim Pembimbing Penyusunan dan Penulisan Skripsi;

b. bahwa untuk menjamin terlaksananya tugas Tim Dosen Pembimbing sebagaimana
dimaksud dalam butir a di atas perlu ditetapkan melalui Surat Keputusan Dekan.

1. Undang-Undang RI Nomor 20 Tahun 2003 tentang Sistem Pendidikan Nasional,

2. Undang-Undang RI Nomor 12 Tahun 2012 tentang Pendidikan Tinggi;

3. Peraturan Pemerintah Nomor 4 Tahun 2014 tentang Penyelenggaraan Pendidikan dan
Pengelolaan Perguruan Tinggi;

4. Peraturan Presiden Rl Nomor 141 Tahun 2014 tentang Perubahan STAIN Palopo menjadi
IAIN Palopo;

5. Peraturan Menteri Agama RI Nomor 5 Tahun 2015 tentang Organisasi dan Tata Kerja IAIN
Palopo.

'

MEMUTUSKAN

KEPUTUSAN DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN IAIN PALOPO
TENTANG PENGANGKATAN TIM DOSEN PEMBIMBING PENYUSUNAN DAN PENULISAN
SKRIPS| MAHASISWA PROGRAM S1

Mengangkat mereka yang tersebut namanya pada lampiran Surat Keputusan ini sebagaimana
yang tersebut pada alinea pertama huruf (a) di atas;

Tugas Tim Dosen Pembimbing Penyusunan dan Penulisan Skripsi adalah: membimbing,
mengarahkan, mengoreksi, serta memantau penyusunan dan penulisan skripsi mahasiswa
berdasarkan panduan Penyusunan Skripsi dan Pedoman Akademik yang ditetapkan pada
Institut Agama Islam Negeri Palopo;

Pembimbing Skripsi juga bertugas selaku Penguji Mahasiswa yang dibimbing pada Seminar
Hasil Penelitian dan Ujian Munaqgasyah Skripsi,

Segala biaya yang timbul sebagai akibat ditetapkannya Surat Keputusan ini dibebankan kepada
DIPA IAIN Palopo Tahun Anggaran 2023;

Surat Keputusan ini berlaku sejak tanggal ditetapkannya dan berakhir setelah kegiatan
pembimbingan atau penulisan skripsi mahasiswa selesai, dan akan diadakan perbaikan
seperlunya jika terdapat kekeliruan di dalamnya;

Surat Keputusan ini disampaikan kepada yang bersangkutan untuk dilaksanakan sebagaimana
mestinya.

Ditetapkan di : Palopo
- 20 Januari 2023

1.  Rektor IAIN Palopo di Palopo;
2. Ketua Prodi Pendidikan Bahasa Inggris FTIK di Palopo;

3. Arsip



- SURAT KEPUTUSAN DEKAN FAKULT,
?)MOR - 0076 TAHUN 2023 AS TARBIYAH DAN ILMU KEGURUAN IAIN PALOPO
TANGGAL 20 JANUARI 2023

JENTANG  : PENGANGKATAN TIM DOSEN PEMBIMBING P
A WA PR G PENYUSUNAN DAN PENULISAN SKRIPSI

|  Nama Mahasiswa : Sri Ayu Kuswaryati
NIM © 2002020016
Program Studi . Pendidikan Bahasa Inggris
Il Judul Skripsi . Designing English Vocabulary Book for the Office Administration

Students at SMKN 1 Palopo
Il Tim Dosen Pembimbing
A. Pembimbing Utama (l) : Dewi Furwana, S.Pd.l., M.Pd.

B. Pembantu Pembimbing (Il) : Yuyun Rugjyyat Said, S.Pd., M.Pd.
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Menimbang : a.

IAIN PALOPO

KEPUTUSAN DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN
INSTITUT AGAMA ISLAM NEGERI PALOPO
NOMOR |0 D TAHUN 2024
TENTANG
PENGANGKATAN TIM DOSEN PENGUJI SKRIPSI MAHASISWA PROGRAM SARJANA

DENGAN RAHMAT TUHAN YANG MAHA ESA
DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN INSTITUT AGAMA ISLAM NEGERI PALOPO

perlu dibentuk tim penguiji skripsi;

b. bahwa untuk menjamin terlaksananya tugas tim dosen penguji skripsi sebagaimana dimaksud

dalam butir (a) di atas maka perlu ditetapkan melalui keputusan dekan;

c. bahwa yang tercantum namanya dalam keputusan ini dianggap memenuhi syarat untuk diangkat

sebagai dosen penguji skripsi.

Mengingat : 1. Undang-Undang RI No. 20 Tahun 2003 tentang Sistem Pendidikan Nasional,

Menetapkan :

Kesatu

Kedua

. Undang-Undang RI No. 12 Tahun 2012 tentang Pendidikan Tinggi;

wWN

Pengelolaan Perguruan Tinggi;

. Peraturan Menteri Agama RI No,6 Tahun 2017 tentang STATUTA IAIN Palopo;

(o) B4, ¢ N

Agama RI No. 5 Tahun 2015 tentang Organisasi dan Tata Keija IAIN Palopo;

7. Surat Keputusan Rektor IAIN Palopo Nomor 282.1 Tahun 2019 tentang Pedoman Penulisan Skripsi,

Tesis dan Artikel llmiah IAIN Palopo;

8. Surat Keputusan Rektor IAIN Palopo Nomor 474 tahun 2022 tentang Pedoman Akademik Institut

Agama Islam Negeri Palopo;
9. DIPA IAIN Palopo Tahun Anggaran 2024

MEMUTUSKAN:

PENGANGKATAN TIM DOSEN PENGUJI SKRIPSI MAHASISWA PROGRAM SARJANA

: Mengangkat mereka yang tersebut namanya pada lampiran keputusan ini sebagaimana pemberian
kuasa dan pendelegasian wewenang menandatangani surat penetapan ketua sidang, dosen

pemblmbmg dan dosen penguii skripsi;

1. Tugas ketua sidang adalah memimpin sidang dan mewakili plmplnan fakultas untuk melakukan

yudisium;

2. Tugas tim dosen penguji skripsi adalah mengoreksi, mengarahkan, menilai/mengevaluasi dan
menguiji kompetensi dan kemampuan mahasiswa berdasarkan skripsi yang diajukan serta memberi
dan menyampaikan hasil keputusan atas pelaksanaan ujian skripsi mahasiswa berdasarkan

pertimbangan tingkat penguasaan dan kualitas penulisan karya ilmiah dalam bentuk skripsi;

Ketiga : Keputusan ini berlaku pada ujian semester hasil dan ujian munaqasyah skripsi;

Keempat : Segala biaya yang timbul akibat ditetapkannya keputusan ini dibebankan kepada DIPA IAIN Palopo
(Anggaran FTIK Tahun 2024)

Kelima - Keputusan ini berlaku sejak tanggal ditetapkan dan berakhir setelah kegiatan pengujian skripsi selesai

dan akan diadakan perbaikan seperlunya jika terdapat kekeliruan di dalamnya;

Keenam  : Keputusan ini diberikan kepada yang bersangkutan untuk diketahui dan dilaksanakan.

' Ditetapkan di: Palopo
Pada,!anggal 11 September 2024

Tembusan :

1. Rektor IAIN Palopo di Palopo; S
2. Ketua Prodi Pendidikan Bahasa Inggris FTIK di Palopo;
3. Arsip,

bahwa demi kelancaran proses penguijian skripsi bagi mahasiswa program sarjana maka dipandang

. Peraturan Pemerintah RI No. 4 Tahun 2014 tentang Penyelenggaraan Pendidikan Tinggi dan
. Peraturan Presiden Rl No. 141 Tahun 2014 tentang Perubahan STAIN Palopo menjadi IAIN Palopo;

. Peraturan Menteri Agama RI No.17 Tahun 2022 tentang Perubahan Kedua atas Peraturan Menteri

KEPUTUSAN DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN IAIN PALOPO TENTANG



f

/LAMPIRAN

NOMOR

TANGGAL
TENTANG

e

Nama Mahasiswa
NIM

Fakultas

Program Studi

Judul Skripsi

Tim Dosen Penguji
Ketua Sidang
Penguii (1
Penguji (I1)
Pembimbing (1)
Pembimbing (II)

KEPUTUSAN DEKAN FAKULTAS TARBIYAH DAN ILMU KEGURUAN IAIN PALOPO

TAHUN 2024

11 SEPTEMBER 2024
PENGANGKATAN TIM DOSEN PENGUJI SKRIPSI MAHASISWA PROGRAM SARJANA

e ————

Sri Ayu Kuswaryali
2002020016

Tarbiyah dan llmu Keguruan
Pendidikan Bahasa Inggris

Designing English Vocabulary Book For The Office Administration
Students' at SMKN 1 Palopo.

Husnaini, S.Pd.l., M.Pd.

Dr. Masruddin, S.5., M.Hum.

Andi Tenrisanna Syam, S.Pd., M.Pd.
Dewi Furwana, S.Pd.l., M.Pd.
Yuyun Rugiyyat Said, S.Pd., M.Pd.
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