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TITLE THE DEVELOPMENT OF ADMINISTRATIVE AND

ADMINISTRATIVE FUNCTIONS IN PHETCHABUN RAJABHAT

UNIVERSITY

AUTHOR WILAWAN CHALERMPONG

UNER FACULTY OF AGRICULTURAL TECHNOLOGY AND
INDUSTRIAL TECHNOLORY

PHETCHABUN RAJABHAT UNIVERSITY

YEAR OF RESEARCH 2018

ABSTRACT

Research on guidelines for development of administrative and administrative work in
universities Phetchabun Rajabhat University a survey research The objectives are: 1) to study the
working conditions of administrative and administrative work in Phetchabun Rajabhat University
And 2) find ways to improve the performance of administrative and administrative work in
Phetchabun Rajabhat University By collecting data from the population groups, including those
performing administrative and administrative duties of each university unit Phetchabun Rajabhat
University 28 people Data were analyzed using statistics, percentage, mean and standard deviation.

1. Administrative and administrative workers in Phetchabun Rajabhat University from 8
agencies, including 28 people, mostly 27 females, accounting for 96.43 percent, working age
between 6-10 years, 13 people, representing 46.43 percent. 23 undergraduates, accounting for
82.14 percent of the work assigned in administrative and administrative tasks, is, 9
correspondence / administrative work, accounting for 32.14 percent and performing duties under
the Faculty of Humanities and Social Sciences and the Faculty of Science and Technology, an
equal number of men and 5 percent of 17.86.

2. Administrative and administrative work for individual work units in the Phetchabun
Rajabhat University found that the organization has prepared a plan for management and

personnel development, including training, education, and those who are assigned according to



(3)

the capabilities that are consistent. With the most positions and the plan of the organization's
manpower plan has minimal operation

3. Administrative and administrative work in the meetings of each university unit
Phetchabun Rajabhat found that the meeting agenda was prepared correctly and completely. And
the person who has been assigned the task according to the ability that corresponds to the most
position with minimal operation

4. Administrative and administrative work in the field of correspondence / administrative
work for each unit in Phetchabun Rajabhat University. Have the most work and the operation of
welfare of personnel With minimal operation

5. Administrative and administrative work in financial work for each university unit
Petchabun, Phetchabun found that the person performing the duties was assigned the task
according to the ability that corresponds to the most position and the public relations and
continuous dissemination with minimal operation

6. Administrative and administrative work in the procurement of materials for each unit
in the Phetchabun Rajabhat University found that the registration of the control of material
disbursement of the agency and the practitioner has educational qualifications in line with the
most job positions, while public relations and information dissemination is ongoing. With
minimal operation

7. Working in administrative and administrative departments of each unit in Phetchabun
Rajabhat University found that in terms of meetings and correspondence / administration Have

the highest operational level as for the package work With the least operational level

Keywords : development, administration and administration
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