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Abstract

This Study probed the current state of secretarial and clerical affairs work of
Nawamindhrachudhit Payap School, chiang Mai Province as well as attempted to offer certain
guidelines for its improvement. Areas studied were bookkeeping, finance, accountancy and
material inventory.

Those providing for the analysis were 137 administrators and teachers on active
duty during the 1998 academic year. The rating-scale, open-ended questionnaire was used to
collect needed data and frequency, percentage and standard deviation used to analyze collected
data.

Findings were as follows :

As regards finance it was discovered that responsible personnel were
competent, honest and trustworthy. They were found to strictly follow officially established rules
and regulations, Kept daily cash flows in a safe place, and thoroughly checked daily issued
receipts. Despite the already good performance it was also recommended that the entire work
system in this area be made more convenient, precise, and speedy but, most of all, done right
according to set rules land regulations. It was further reccommended that personnel to be
appointed to handle the task in the future be those knowledgeable about such rules and

regulations and who can explain clearly to colleagues, At the same time, such personel should



constantly seck relevant, new knowledge and handling techniques as well as be able to make
available to school personnel all necessary procedures.

As regards bookkeeping it was found that responsible teachers were quite
competent and did a fine job. However, it was reccommended that they be constantly on good
terms with their colleages, swiftly executing their assigned tasks completing things both in and
on time, systematically keeping files and records and using computers for retrieving,

As regards accountancy it was also found that responsible personnel did a great
Job in all counts. Nevertheless, it was still recommeded that accounting and auditing be regularly
checked and made constantly up-to-date, adopting for servicing modern management systems
and disseminating all necessary information.

Finally, as far as material inventory was concerned, it was found that
responsible personnel performed their tasks according to strict, official rules and regulations ; had
a rather reliable control system ; kept up-to-date and well-regulated inventories; constantly had
iterns in stock repaired; carried out-twiée-a-year inventory reviews and cheks; periodically made
relevant information available to school personnel; and were competent and responsible people.
However, it was still recommended that future appointments of personnel to be in charge of this
particular work take into account such issues as their expertise, their polite manners, their

adequate number and ability to provide quick and flexible services.



