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Developing a Guideline of Department Secretary Operation
Tasks, Mahasarakham University
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Abstract

This research aimed: 1) to explore existing situations and desirable situations of de-
partment secretary operation tasks, Mahasarakham university ; 2) to examine the needs of
department secretary operation tasks ; and 3) to develop guideline of department secretary
operation tasks, Mahasarakham university. Mixed methods research was employed. The
research procedure included three phases: the 1st phase was exploring existing situations
and desirable situations of department secretary operation tasks by collected data from 57
of population, comprising department heads and department secretaries of Mahasarakham
university. Data were analyzed by finding mean and standard deviation ; the 2nd phase was
examining needs to operate department secretary tasks, and analyzed data to find priority
needs index modification ; and the 3rd phase was developing guideline of department
secretary operation tasks, and organized focus group discussion and ended by assessing
propriety, feasibility and utility by 9 experts.

The research results were: 1) the existing situation of department secretary operation
tasks in total was at high level while desirable situation was at the highest level. When
each task was considered it was found that existing situation of almost every tasks were at
high level, except services task and financial task were at the highest level while desirable
situation was at the highest level in every tasks ; 2) the order of needs to operate the
department secretary tasks ranked from high to low were academic task, inventory task,
conference task, business task, financial task, and services task respectively ; and 3) guideline
of department secretary operation tasks included step and methods of operation business
task, conference task, academic task, services task, financial task, and inventory task. The
evaluation results of propriety, feasibility, and utility were at the highest level in every task.

Keywords: Guideline, department secretary, department secretary operation tasks
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