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Abstract. At the village level, village officials face many obstacles in providing services
to their communities. The existence of a communication service in the form of verbal and
non-verbal communication that runs smoothly and is considered good at the Wali Nagari
Tuo Pariangan office with the village community does not mean that written
communication services also work that way. in terms of information and communication.
The development of a technology in communication and information is developing so fast
along with globalization and the era of revolution 4.0. This program is carried out so that
later it can improve the quality of village apparatus services for the surrounding
community. The activity is a motivation for the government's efforts to create an ideal,
agile, responsive and swift bureaucracy in terms of serving the village community. Based
on the results of this activity, it is known that there has been an increase in the ability of
village officials to manage village governance in utilizing the Microsoft Office Word
application. This program was carried out as an effort to increase the capacity of Village
Officials, the Wali Nagari Tuo Pariangan Office in operating Microsoft Office Word.

Keywords: microsoft office word, skill, service, communication, village officials

1 Introduction

Currently, the growth of technology and data in Indonesia is very rapid, with a PC
(computer) based data system that continues to grow in all fields and makes jobs that operate
data using PC (computer) technology. In every day life, data technology is very meaningful,
because data technology is currently very sophisticated, an environment that continues to grow
to make or create efficient, effective and fast data. The role of communication and information
technology has a very useful role and a very big influence in the fields of learning, science,
office administration, government and communication. [1].

The role of technology has a close relationship in the field of communication and
information [2]. Information and communication technology has become a significant element
in the life of the nation and state, and shares the largest contribution to fundamental changes in
the operational structure and management of organizations, learning, transportation, health, and
research. There are various kinds of communication, namely: (1) Verbal Communication: in the
form of verbal words used in communication or written to convey messages. This type of
communication can be done through face-to-face or various media such as email, telephone, or
chat, (2) Nonverbal Communication: Communication that uses body language, gestures, tone
of voice and facial expressions to convey messages. This type of communication can be
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intentional or unintentional, (3) Visual Communication: Communication that uses visual aids,
such as pictures, videos, and graphics, to convey a message. This type of communication is
often used in advertising, marketing, and education, (4) Written Communication:
Communication that uses written words to convey a message. And so on. This type of
communication can be formal or informal, and can be delivered through various media, such as
letters, memos, reports, or emails. Communication always has a certain purpose, some are done
orally, face to face and even through the media, both mass media such as newspapers, radio,
television or movies, social media and non-mass media, such as letters, telephones, banners and
others. [3].

Communication services at the village office level are also very necessary to serve villagers,
such as the communication services provided by the Tuo Pariangan Wali Nagari Office, namely:
(1) Staff collaboration by the village community in terms of the interests of building the village,
by obtaining a community participation and self-help in building the village to be better than
before. This is done by village officials who as communicators have conversations with the
community to build villages and carry out persuasive approaches in order to stimulate villagers
to participate in development activities. (2) The cooperation between the Staff and the village
community makes both parties actively participate and contribute to village development. (3)
Village community communication can be seen when one of the residents dies in the village so
that information quickly spreads because of this mechanical solidarity carried out by Nagari Tuo
Pariangan. Society as a communicator can be done by creating common perception with others,
which then moves it according to the wishes of the research focus. The development of
information and technology that continues to run, provides many conveniences in accessing the
information needed through online media either through a PC (computer) connected to the
internet network or a smartphone.

In the context of a village office, written communication is important for several reasons:
(1) Recording: Written communication allows important information to be recorded and stored
for the purpose of future reference. This is especially important in a village office where there
may be a need to refer back to past decisions or actions. [4]. (2) Clarity: Written communication
can help ensure that messages are clear and easily understood. This is important in a village
office where there may be a need to communicate complex information or instructions, (3)
Accountability: Written communication can help build accountability by providing a clear
record of who said what and when. This can be important in a village office where there may be
many people involved in decision making. [5]. (4) Efficiency: Written communication can be
more efficient than verbal communication in some cases, especially when communicating with
multiple people or when communicating complex information. [6]. Overall, written
communication is an important tool for effective communication in village offices, and can help
ensure that important information is recorded, messages are clear, accountability is established,
and communication is efficient. Researchers targeted this research program to the village
officials of Nagari Tuo Pariangan Village. Nagari Tuo Pariangan Village is a village in
Pariangan District, Tanah Datar Regency, West Sumatra Province. A beautiful village located
on the slopes of Mount Marapi. Pariangan has a topography of hilly and mountainous areas that
have cool air. This geographical position provides an amazing and fertile natural gift for
Pariangan village and even the beautiful Singkarak Lake. [7]. Based on data, Nagari Tuo
Pariangan Village is led by the village head and assisted by 6 employees as village officials and
has their respective duties. The village apparatus of Nagari Tuo Pariangan, apart from being far
from the city and also outside Java, which in fact is more developed, makes the skills and
expertise of village officials limited in terms of operating computers, which is a serious problem
when providing services to the community in today's digital age. With technology that continues
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to develop, it is evident that the emergence of various increasingly sophisticated
telecommunications tools, high-level telecommunications, also helps people to solve various
problems quickly. [8].

Based on the results of the search and research that has been conducted, some of the
shortcomings of the village office in operating Microsoft Office include: Lack of skills: Many
village office employees and officials may not have the necessary skills to operate Microsoft
Office Word, Excel, and PowerPoint applications. This can lead to underachievement in
administrative tasks and a lack of optimal service to the community: (1) Limited knowledge:
Some village office employees may not be familiar with how to operate a computer or may not
know how to use Microsoft Office applications to their full potential. This can result in a lack
of understanding of the importance of using technology to improve administrative services in
the village, (2) Difficulty in record-keeping: Without the proper skills and knowledge to operate
Microsoft Office applications, village office staff may struggle to maintain accurate and
organized records. This can lead to difficulties in accessing important information and a lack of
accountability, and (3) Overall, a lack of skills and knowledge in operating Microsoft Office
applications can lead to underachievement and a lack of optimal service delivery at the village
office. Providing training and education on how to use these applications can help overcome
these shortcomings and improve the performance of village office employees and officials.
Since the enactment of Law No. 32/2004 on Regional Government and PP 72/2005 on Villages
[9]. It is now urgent to improve the capability and capacity of technology-based community
service providers at the village level.

Based on the duties and responsibilities of village officials whose mission is to provide the
best service to the community, the Microsoft Office Word service product has the greatest role,
both as a means of assistance and as a core activity of village government officials. Therefore,
to expedite the process of its use at the village office level, this activity will only discuss the use
of Microsoft Office Word. The importance of improving the operation of Microsoft Office
among village officials can be seen from the benefits gained from training and improving their
skills in using Microsoft Office as follows: (1) Efficiency: By mastering Microsoft Office,
village officials can work more efficiently and effectively in carrying out their duties. For
example, they can create reports, letters and other documents more quickly and accurately using
Microsoft Word. [10]. (2) Service improvement: By improving their Microsoft Office skills,
village officials can provide a better service to the community. For example, they can create
more professional-looking documents and presentations that can help improve communication
and understanding between officials and the community. [11]. (3) Knowledge enhancement: By
learning Microsoft Office, village officials can improve their knowledge and understanding of
technology. This can help them keep up with the latest trends and developments in technology
and use technology more effectively in their work. [12]. Overall, improving the operation of
Microsoft Office among village officials can help improve achievements, accuracy, and service
to the community, as well as increase their knowledge and understanding of technology. This
can lead to better decision-making and more effective governance in the village [13].

2 Research Methods

Researchers chose descriptive research as the research method and used a qualitative
approach, by collecting information and describing each process of capacity building activities
for village officials in terms of operating Microsoft Office Word. The location of this research
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was carried out at the Tuo Pariangan Wali Nagari Office. Information was also obtained through
interviews by Mrs. Zelmawati, S.Pd as the secretary of the Nagari Office. Questionnaire data
that has been filled out by staff who have participated in this improvement activity process. The
theory used by researchers is the theory of Capacity building by Marilee S. Grindle (1997)
explained that a process that aims to improve the ability of individuals, groups, organizations,
or systems to achieve predetermined goals and objectives. [14].

3 Results and Discussion

In the interviews that have been conducted and partly described above, the communication
services provided by the Nagari Wali Office to the community have good communication with
the village community, but communication does not only focus on verbal and non-verbal
communication. Written communication is also very important for villages such as
disseminating information, creating documents, making reports to village administration. In this
case, there are some staff shortcomings in terms of written communication where village
officials need to use computers and require Microsoft Office Word applications to be able to
accommodate their tasks and improve their services to the village community. For the needs of
data collection on the initial knowledge or expertise of the village apparatus of the Tuo
Pariangan wali Nagari office, it is carried out by conducting interviews and direct observations
regarding the knowledge and expertise or ability of village officials to operate the Microsoft
Office Word application. Village officials of the wali office of Nagari Tuo Pariangan have
different levels of computer mastery. Most of the village officials of the trustee office of Nagari
Tuo Pariangan have not fully recognized all the features in the Microsoft Office Word menu
bar. Features that are usually used are limited to the Home, Insert, and Layout menus. The
objective condition of the independence of the members of the village apparatus of the wali
office of Nagari Tuo Pariangan before the existence of an improvement program is still low /
lacking. The knowledge and abilities of the officials are also still limited to the use of standard
Microsoft Word which is only used to create and save documents without paying attention to
other features that will make it easier to operate Microsoft Office Word.

The materials to be delivered in the training activities are relevant to what is needed by
village officials to serve the community using computers. Computers provide very important
support in administrative activities related to the service process of village officials to the
community. Activities such as making reports, letters and storing other documents are very easy
with the presence of computers as a supporting tool. Administrative work that previously had
to be done in a time-consuming manner by village officials can now be completed quickly and
efficiently. Given the important role of computers in service activities, it is very important for
village officials to have sufficient computer skills in their mastery. The importance of using
communication and information technology in the current era is without exception. Especially
for the staff and village officials of the wali office of Nagari Tuo Pariangan, so there must be
efforts that must be made to help improve services to the community. The village head of Nagari
Tuo Pariangan wants to start taking part in changes that must continue by starting the learning
process using the Microsoft Office Word program, being one of the efforts to provide
alternatives. This is done because village officials need to need a basic ability to operate a
computer, to support their work process, so the main material provided in the training is the
operation of Microsoft Office Word at the village level.
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From the results of these initial observations and interviews, training materials were
designed to be tailored to the needs of the village officials of the Tuo Pariangan Nagari wali
office. The training activities were carried out in December 2022, with the opening of the
training held on Friday, December 9, 2022, located at the Balai of the Tuo Pariangan wali Nagari
office. To recognize the level of ability of village officials, until they try to practice it
independently. The assessment is carried out by practicing each material that has been delivered
and being able to apply it independently. Not only to measure the newly learned skills, but also
as a benchmark for the continuation of the material presented next. This training is planned to
explore features in Microsoft Office Word that they have not known before, with the aim of
accommodating the needs of village officials in the learning process. Previously Microsoft Word
had been used by Nagari Tuo Pariangan village officials but the lack of maximum utilization of
operations due to the limitations of village officials to the features that exist in Microsoft Word.
Village officials are very enthusiastic about the explanations that have been given and follow
the activities well. This is supported by several factors, namely: (1) Previously, the village
apparatus of the wali office of Nagari Tuo Pariangan had never received Microsoft Office
training from students and was free of charge, (2) The training was attended by all staff because
they really wanted to improve their competence in mastering Microsoft Word, and (3) The
material presented was in accordance with the needs of the staff. This opportunity was not
wasted by the village apparatus of the Tuo Pariangan Nagari wali office, the enthusiasm was so
great that this training was well received. Thus, training efforts to improve the expertise of
village officials in the operation of Microsoft Word are well utilized to support the competence
of village officials in increasing professionalism as village officials of the Tuo Pariangan Nagari
trustee office who can keep up with the development of information technology. The
development of Information Technology (IT) makes communication and information stored in
computers, making a major contribution to the ongoing work process of village officials. Based
on the results of research from the material presented by the village apparatus of the Tuo
Pariangan Nagari wali office, it shows an increase in both the ability of skills and the ability to
know how to use features in Microsoft Office.

The results of the Research Questionnaire to Increase the Competency Capacity of the
Village Apparatus of Nagari Tuo Pariangan in IT-based Communication Services, as follows:

Table 1. The results of the research questionnaire

No Question Answer Choices Number of
Corespondents

1 How effective was the Very Ineftective 0
training you attended in Ineffective 0
improving your Neutral 0
understanding of IT- Effective 5
based communication Very Effective 2
services?

2 To what extent has the Very Inadequate, 0
training helped you Inadequate 0
develop skills in Neutral 0
implementing IT-based Adequate 4
communication Very Adequate 3



IT-Based Capacity Building for IT-Based Communication Services

What is your assessment Very Poor 0
of the training materials Poor 0
provided? Neutral 0
Good 5
Very Good 2
How good were the Very Ineffective 0
facilities and resources Ineffective 0
available during the Neutral 2
training? Effective 4
Very Effective 1
How well do you
understand the concept Very Bad 0
of IT-based Bad 0
communication services Neutral 0
after attending the Good 6
training? Very Good 1
To what extent do you 0
apply the concept of IT- Never 0
based communication Rarely 1
services in your daily Sometimes 1
work? Often 5
Always
Do you think the 0
increased competency in Very Unhelpful 0
IT-based Unhelpful 0
communication services Neutral 6
has helped improve the Helpful 1
efficiency of your work? Very Helpful
How much has the
increased competency in 1
IT-based No Change 0
communication services Low Improvement 4
helped increase Moderate 2
community participation Improvement
in decision-making and High Improvement 0
monitoring of village Very High
government programs? Improvement
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From the answers to the questions in the questionnaire above, it shows that this training
provides enormous benefits for the staff and devices of the Wali Nagari Tuo Pariangan,
especially the staff in charge of managing the administration that serves the community in
various daily needs. In addition, the majority of village officials in Nagari Tuo Pariangan stated
that the training they attended was effective in improving their understanding of IT-based
communication services and there was also a significant increase in the understanding and
application of the concept of IT-based communication services by village officials after
attending the training as well as an increase in competency capacity in IT-based communication
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services which had a positive impact on improving the achievement of the work of village
officials. Insight and knowledge are things that can be said to be mandatory for a village
apparatus, because it is a benchmark for the progress of a village. [15].

Attachment to the documentation of Increasing the Competency Capacity of the Village
Apparatus of Nagari Tuo Pariangan in IT-based Communication Services

Fig. 1. A photo of me teaching the employees

—

Fig. 2. When I was teaching other employees
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Fig. 3. Photo when I became a presenter to deliver material to employees

Fig. 3. Photo when I delivered the material in front of the employees

4 Conclusions

Microsoft Office Word training for village officials at the Wali Nagari Tuo Pariangan office
went well and was able to increase the knowledge and skills of village officials in using
Microsoft Office Word. Through the implemented program, there has been an increase in the
ability or expertise of each village apparatus in managing village administration by utilizing the
Microsoft Office Word application. This program also improved the skills of village officials,
in terms of operating Microsoft Office Word in supporting a written communication service
process. With the training and questionnaire results, it has been answered that village officials
can optimize and maximize the features in Microsoft Word to improve and facilitate the



412

F. F. Alfatoni et al.

administrative management of their work. This training activity is still very much needed to
help village officials improve their competence so that the quality of service will also be better.

Acknowledgments
Part I would like to thank Mrs. Zelmawati, S.Pd as the contact person and also thank the 7

(seven) village officials of the Tuo Pariangan Nagari wali office who support and
enthusiastically participate in the program provided.

References

—

[1] S. Suryadi, “The role of information and communication technology (ICT) development in
learning activities and the advancement of the education.” 2001. doi: 10.46576/wdw.v0i53.272.

[2] F. Tamzil, “The Role of Information Technology in the World of Communication.” 2012.
[Online].  Awvailable: https://www.esaunggul.ac.id/peran-teknologi-informasi-dalam-dunia-
komunikasi/

[3] D. Hariyanto, “Textbook of Introduction to Communication Science Author: Didik Hariyanto
Published by J1.” 2021.

[4] D. Puspitasari and B. P. Danaya, “The Important Role of Communication in Organizations: Oral,
Non-Verbal, and Written (Management Literature Review,” J. Ekon. Manaj. Sist. Inf, vol. 3, no.
3, pp- 257-268, 2022, doi: 10.31933/jemsi.v3i3.817.

[5] K. Applications, Communication, and P. Services, “No Title.” 2015.

[6] V. Missa, A. Suprojo, I. Adiwidjaja, P. Studi, I. Administration, and U. T. Tunggadewi,
“Administration to the Community,” J. Sos. Polit. Sci., vol. 2, no. 1, pp. 25-34, 2013.

[7] M. Misro, “Pariangan Tourism Village The Most Beautiful Village in the World.” 2004.
[Online].Available:https://jadesta.kemenparekraf.go.id/desa/pariangan_desa_terindah di dunia

[8] V. Mulyati and D. Hariyanto, ‘“Perception Of Students On The Apple Smartphone As A
Lifestyle.”2021.[Online].Available:https://acopen.umsida.ac.id/index.php/acopen/article/view/
2029/403

[9] J. Simarmata and D. Magdalena, “Position and Role of Village Regulation in the Frame of
Village Autonomy Based on the Law Number 6 of 2014 on Village and Other Related Laws and
Re,” J. Legis. Indones, vol. 12, no. 3, pp. 1-28, 2015, [Online]. Available: https://e-
jurnal.peraturan.go.id/index.php/jli/article/download/414/294

[10] E. Kasymir, “Basic Microsoft Word Training to Improve the Performance of Ulak Kapal Village
Staff,” Buguh J. Pengabdi. Kpd. Masy, vol. 2, no. 1, pp. 1-5, 2022, doi:
10.23960/buguh.v2n1.635.

[11] I. Irmayani and A. M. Sudirman, “Human Resources Development through Microsoft Office
Training for Village Officials in East Lamasi District, Luwu Regency, South Sulawesi
Province,” Abdimas Toddopuli J. Pengabdi, vol. 1, no. 1, pp. 20-27, 2019, doi:
10.30605/atjpm.v1i1.96.

[12] G. Abdurrahman, “Basic Microsoft Word Training for Gelang Village Devices, Sumber Baru
District, Jember Regency,” J. Community Dev, vol. 1, no. 2, pp. 41-45, 2021, doi:
10.47134/comdev.v1i2.7.

[13] N. Irawati, H. D. E. Sinaga, and M. Siddik, “Learning Computer Technology in the Office Sector
for Village Officials in Buntu Pane District,” Jurdimas (Journal Community Serv. R, vol. 1, no.
2, pp. 19-22, 2018, doi: 10.33330/jurdimas.v1i2.106.

[14] S. M. Grindle, Getting Good Government: Capacity Building in the Public Sector of Developing
Countries. Harvard Univ. Press, 2016.

[15] R. Andrianov, M. Wahyono, and S. HS, “Capacity Building of Village Apparatus in the
Utilization of Village Funds (Study in Temuwulan Village, Perak Subdistrict, Jombang
Regency,” Univ. of Surabaya, pp. 115-120, 2020.



IT-Based Capacity Building for IT-Based Communication Services 413

Open Access This chapter is licensed under the terms of the Creative Commons Attribution-NonCommercial 4.0 International License
(http://creativecommons.org/licenses/by-nc/4.0/), which permits any noncommercial use, sharing, adaptation, distribution and
reproduction in any medium or format, as long as you give appropriate credit to the original author(s) and the source, provide a link to
the Creative Commons license and indicate if changes were made.

The images or other third party material in this chapter are included in the chapter's Creative Commons license, unless indicated
otherwise in a credit line to the material. If material is not included in the chapter's Creative Commons license and your intended use is
not permitted by statutory regulation or exceeds the permitted use, you will need to obtain permission directly from the copyright holder.


http://creativecommons.org/licenses/by-nc/4.0/

	IT-Based Capacity Building for IT-Based Communication Services for Village Apparatuses

