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The purpose of Lhis study was to develap an individual
instructional package to increase secretary cempetencies in an
information saciety. The study was divided inta foup steps;

Step one : The researchenr investigated document and research
ta find out secretary competencies in an infarmation society and
construct a questionnaire ta survey need assessment fraom wwenty
experts, eighky executives and eighty secretarians in business
erganization. The competencies wepre collected thraugh'questiannaires
and opened end recommends. It was found that four major competancies
as fallows 1

Secretarial task : The minor competencies were ability to
apply technolagy far secretary task, principles of management.,
decisidn-making. Office task : The minar competencies were ability
to manage affice sutcmatian system, applied tele-communication systen
to serve an execubtive duties, Communicetion task : The minor
competencies were ability Lo plan information system, applied affice
automation equipment, presented and distributed informatian.

Printing task : The minar competencies were ability to apply computer
print out, database, and selected programme packages.

Step two : An individual instructional packade structure was
* drafted and developed by using the campetencies found in step one.

The content were davided into four units. An individual instructicnal
package was evaluated by seven specialists., The results showed that
structure and content were highly suitable and consistency.

Step three : The subjects were thirty-six secretaries from
business organizatiaon, Experimental testings for develop an individual
Instructional package efficiency besed on 90/90 were as fallows :
Firstly, one subject; secandly, five subject; thirdly, thirty subjects,
An individual instructional package efficiency were 78/8%; 85/90;
94/82 respectively, The third experimental tesing scares of the
posttest were higher than bhe pre-test, statistical significant
different at .05 level,

Step four : After the experimente!l testing, the researcher
improved the package principles and reasons, arranged the content ang
ieapnihg ppocessrsequence, improved the eveluation farm. An individual
instructional package was camplete and suitable faop increasing a

secretary's competencies in an infarmation society.
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