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Abstract

The purposes of this study were to survey the state, problem, need and suggestion for
performing job as provided by the faculty’s personnel and to construct a performing job handbook
for the personnel. The population used in the study were 11 job performers, 50 service users, and
5 administrators. Tools used in the study were a questionnaire and a form of interview. Data were
analyzed through uses of frequency, percentage, mean and standard deviation.

The results of the study were as follows:

1. The problem of personnel’s job performance: The items considered as a high level of
problem were: determining the policy and goals for the service; describing roles and duty of the
service; assigning work load and function for personnel; procedure of performing task; and
personnel’s ability and characteristics.

2. The need for performing job of personnel: The personnel needed participation in
determining the policy and goals, and roles and duty of the service. Moreover, the personnel need
supports in terms of facilities, personnel development, preparing a chart of performing task for each

step as well as providing full facilities for researchers.



3. A Handbook of Personnel’s Job Performance was constructed by study from the

document and research concerned. A draft was done and was submitted to the administrators for

correction, improving and approval. The final handbook was done.



