FatSaamshuanuuudasy anmmsaliuaNea :uu’mwm‘sﬁ'ﬂlmmuq‘smﬁ

199 Surtriurionem o i Sudin

Foiftivu weiisuly #IR
gnyeaasuviudia AN MTLSMISMSAnEN

AN ENTIUNISH msﬁuﬂ’nunnﬁa"sz

ﬂ'i’suﬁ'iﬁm'ﬁn'iﬁ ﬂ‘i.ﬁﬂ'luﬂ’] ﬂﬂﬁmoq'ﬁ YsesuUnNTIUMS

e

sp3FARTT @933 WstssldSs  nsIums

2191900907 Tsmgamiu TS
undnLe

m'iﬁﬂwm%aﬁﬁ%qm:mﬁ ] gﬁaﬁnmﬁmwm‘sm"qLﬁumuqﬁmﬁ WAEVUUIY
mavRINaugs MRty SowlniBudiml

ﬂziuu‘s:mﬂ-iﬁ%ﬁﬂm fo fuSma Wawlimnndsn Fvthow enstiuiia
madeu Tmsfimen 2540 Tahedu 165 A

wdnadofidlumsTsndoya Lﬂuuuuﬁaumuﬁ@'ﬁ‘nmﬁ%’ﬁo‘fm Tdmsaeiu
LULINASTETMLS TN 5 Sy U 70 9B wariuudgoumutanuiila %qﬂ‘muﬂqu
ﬁmwmﬁﬁﬁmuqsﬂwﬁo 3 U fo udsusIN wmadu amaiER Teufimni
sruumsenifiuswiudnumdaenng nssumeieu mAiEns Afmdsiuydeuny

ﬁﬁugﬁ’tﬁua:mmmu"wﬂé’um"}Lﬂﬁﬁ:ﬁlﬁ%’auaz 100 MTinseidoyalaumsuani e

mandera: Aady dnududiunnsu smouARiysunsy SPSS/PC



wam3AneNAiafail
T vindfinnd enudsnseiivanssuiu iR wenT: Wi
susnTurlidgndios  Seunsdussindifatffusmitlflunmmuiifow dnnseuums

L]

ynwazmAiAmsimaUdfedlussduinn - wumemsiaun fie P TL R R el
Wi nmfivene dondugtRoumsdhuenng engsavEnsTURETUTIMINUUNT
WALAAINT FrnuRLEaInLar TS Aumstemiidesismsuaziendisnne 6 ude
doya AT VIUGIAWHImTwimuntime 1980 fanfrndfisoSnndigndios T
Uinisdssuumsieasmubidiluseangnm

wmMIL3Y Lﬁwwﬁwﬁﬁqﬁm'ﬁ?{nﬁwmeﬁﬁumsLSuLLazm'iﬁnﬁ AunsoURUR
sumadusnussBruveamesmstidgnfiosuasiufgiu - dunssoumesrhiusar
mASmaiimsufifediuseduuin wmamaiann fio L%’wﬁ']ﬁﬂwﬁugwuﬁnﬁ'uﬁﬁﬁ
mTaETEuAUMTISY  Usspndniusdoua dhadns wardauefemaiJustng
aiwENe  dmumsseiy L amsfinenng LHumtinfuee 3 wiinfivSgilie e Sunu
sums ArdeeuTBLiuRmasumsiSuiasdamiendns  aflommififfiow dmsb
ypanndVmuasfunh Mt funesesiluflRssmeuasmnunduaiaims
smfhludhuamusmis

iR L iwindifnense BuweuiaEguasFnsmimn s dums
UiiReaidgndies  dunstuumeroumasmfdiuims  Imsufifediuseiunn
wwamamaWann fio ﬂ'z‘sﬂ‘%’nu's‘oamuﬁuﬁﬁﬁmuﬁaqﬁﬁﬂuam"mmﬁmuﬁ’-ﬁ’ﬂLﬁmﬁt.ﬁuawa
i inE e Arasting SumAdrliiadiuddy sl
fraavntind mysade-taine Amenfiumsethemady avflimunuiasse et
-qﬂéu wazderime iSounTeRmaUs enngiud BminfiaffiusmAumaninnanafu
msﬂs"u'z'sauﬁﬁﬁﬂﬁatjluﬁmwﬁl"ﬁmﬂﬁﬁ

asiimaust ifunaetnetlovties 1 aba wazwwamsUsziiunusiyganas¥ann

5 X = = 4‘5
NUFTMT 3 anfnidseAnS oG



Independent Study Title Current Practices and Guidelires for
Secretarial Affairs Administration
Development at Wattanothaipayap School,
Chiang Mai Province
Author Mrs.Niramai Kamvinich
.M.Ed. Educational Administration
Fxamining Committee
Asst.Prof. Dr.Suganda Tapaneeyangkul  Chairman
Assoc.Prof. Dr.Choocheep Puthaprasert Member

Lect. Ong-Ard Kosashunhanan Member
Abstract

The purposé of this study was to study the current preactices
and guidelines for secretarial affeirs administration development at
Wattanothaipayap School, Chiang Mai Province.

The population under this study consisted of the 165 teachers
‘working as administraters, heads of departments,' heads of affairs and
teachers working in the 2540 academic year.

The instrument used in collecting the data was a rating scale 5
levels type questionnaire and open-ended form on the corditions of

" the practices for 3 _aff‘airs as secretarial affairs, finance affairs and

material affairs. The study was on the working system in resources,



working process arx services. All of the complete questionnaire were
returned and analyzed through the applications of percentage, mean and
standard deviation, calculated by SPSS/PC* program.

The findings indicated that secretarial affairs personnel had
knowledge and abilitf which were suitable for the work. The staff
practicing right with modern instrument and high technology. Working
process and services were performed at high level. The guidelines for
secretarial affairs were that appointing sufficient persornel. Working
places should be in privacy, and providing the information of secretarial
affairs to personnel. The facilities in finding government documentary
and others should be informed right and in time. The printing of
school orders should be correct including the improving of internal
comunication system efficiently

Finance affiars personnel were diplomatic in finance and
accounting. They could practice the finance affairs as the government
regulatiorﬁ: right and.currently. Working process and services were
performed at high level. The guidelines for finance affairs were that
personrel should have good human relationship, they should provide the
information of finance affairs to the public relations and arrange
finance board regularly. The collecting of school fee should be
personrel’s responsibility or transfer through the bank. They should
provide workshop for training finance “affairs to personnel including
documents, handbooks for practicing. The advance spending for government

affaire and the spending welfare money should be dore 'quic:kly.



Material affairs personnel had stydied in material regulations
and could practice right. Working process and services were performed
at high level. The guidelines for material affairs were that improving
the working places and finding the sufficient storage places. Personnel
should be developed to have knowledge and expertion in using modern
technology. Unused materials should be eliminated f‘rbm the lists.
Purchasing and employing should be done quickly. All materials should
be given the fixed number, and they should make the lists of the
materials for mending. They should have service during lunch time and
materials should be mended in good conditions.
| There should be an evaluation at least once a year and the
results should be improved and developed in 3 affairs development

efficiently.



