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Abstract

The purposes of this research were: (1) to study the problems of administrative
work of administrative staff in educational institutions, (2) study the guidelines for
administrative work of administrative staff in educational institutions. This research is
a mixed-methods research. The steps of the operation were : (1) to study the problems
of the work of administrative staff in educational institutions, (2) to propose guidelines
for the work of administrative staff in educational institutions. The population and
sample consisted of 123 administrative officers. The sample was selected from
The research instrument was a questionnaire with a reliability of 0.94. The statistics
used in data analysis were percentage, mean, and standard deviation. Step 2: Proposing

guidelines for administrative work of administrative staff in educational institutions.
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The primary informants were five school directors who were selected through purposive
sampling. The instrument used was a semi-structured interview. Data analysis was
performed using content analysis.

The research results were found that: (1) The overall problems of administrative
work in educational institutions were at a high level. When considering each aspect,
it was found that the procurement aspect had the highest average value, followed
by information technology aspect, and other work assigned by supervisors had low
average values. (2) Guidelines for solving administrative problems in educational institutions
consist of 5 areas and 18 guidelines as follows: (1) Administrative work, there are 5
guidelines, such as arranging a schedule for receiving and sending books so that
administrative staff can send books on time. (2) Supplies work, there are 4 guidelines,
such as educational institutions creating/procuring a manual for preparing supplies
documents in accordance with the Government Procurement and Supplies Management
Act B.E. 2564. (3) There are 3 approaches to information work, such as educational
institutions must promote administrative staff by providing training in information
preparation both online and offline to enable administrative staff to have knowledge
and understanding in information preparation in educational institutions. (4) In terms of
coordination work, there are 3 approaches, for example, educational institutions should
promote administrative staff by providing continuous training on personality and service
both inside and outside the educational institution. (5) Other tasks assigned by the
supervisor, there are 3 approaches, such as the administrative officer summarizing the

meeting minutes from the most recent meeting and preparing the meeting agenda.

Keyword: Administrative work; Administrative officer; Ayutthaya Primary Education

Service Area Office 2
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