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ABSTRACT

In this research, Job Analysis of the Department of Personnel Affairs,
Office of the President, Chiang Mai University is investigated in order to provide
job description and job specification of personnel authorities in the department.
The subjects utilized in this research include 47 persons from the Department of
Personnel Affairs, Office of the President, Chiang Mai University and 10 persons
from different faculties, institutes and organizations under the control and
management of Chiang Mai University. We use questionnaires and analyze the
information from the questionnaires based on the statistic information, i.e., mean,
standard deviation, and percentile. Then, the outcome is presented in table form.
The conclusion is as follows:

1. Job Description

Most of the workloads of the personnel are Training and
Development. Other workloads are records and administration, i.e., receiving,
sending and registration documents, storing and retrieving documents, collecting
information, drafting, summarizing and proofing documents, typing, copying,
retrieving inventories and durable articles and facilitating and coordinating related
works.

2. Job Specification

The first required specifications are job description understanding.
The second required specifications are responsibility , good human relations,
communication capability , capability to deal with his/her work, teamwork,
innovative , moral and ethics , principles, capability to make a decision,
experience in certain works, excellent health, leadership, self improvement, good
personality, dress properly and good skill in technologies . The third required
specifications are at least Bachelor’s degree holder, ethics. Finally, the last
required specification is ability to conduct research.



