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The Development of Clerical Work and General Administration
Manual Handbook Faculty of Humanities and Social Sciences
at Nakhon Sawan Rajabhat University
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Abstract
The purposes of this research were 1) to study the problems of administrative
and correspondence work of the Faculty of Humanities and Social Sciences at Nakhon
Sawan Rajabhat University and 2) to develop a manual for administrative and

correspondence work Faculty of Humanities and Social Sciences at Nakhon Sawan

Rajabhat University for even more efficiency. There is a main information group which
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is administrators, lecturer, staff and students of the Faculty of Humanities and Social
Sciences at Nakhon Sawan Rajabhat University. The tools of the research were a
questionnaire and group conversation. The research found that Level of operational
problems of the general administration in Faculty of Humanities and Social Sciences
at Nakhon Sawan Rajabhat University. The average level is 2.60, the standard deviation
level is 0.65 and the level of problem condition is moderate and the development of
the administrative and documentation manual in Faculty of Humanities and Social
Sciences at Nakhon Sawan Rajabhat University. For even more efficiency in which
group discussion participants talk about improvement issues amend the Handbook for
Administrative and Correspondence Work Manuals Faculty of Humanities and Social
Sciences at Nakhon Sawan Rajabhat University with issues related to typos Complex
text The format of the manual is not complete, so many modifications have been
made to the manual.

Keywords: Manual Handbook, Clerical Work, General Administration
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