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ABSTRACT

This research is coommitted with the major objective to
study the character and role of secretaries of the high level
administrators in the universities which are under the control
of the Ministry of University Affairs. The character will be
mainly studied in terms of personality features, conﬁpetence
and performance and working behaviour whereas the role will
be focused on thier roles as the assistant of the
administrator, as the executor servant and as members of

the society and institution.

The population of this research are the high level
administrators and secretaries in the Universities which are
under the control of the Ministry of University Affairs. The
groups will be subdivided into two; the first one comprises the
high-level administrators and secretaries in the government
universities and the second one those in the privately

universities. They are altogether 408 persons.

In this research, the mean scale 'questionair‘es is used
as the machine in collecting the data, The analysis is done by
computer‘izihg SPSS/PC+, statistic T-Test are used for the
hypothesis test.

This research’ result is summarized as follows;



1) The high-level administrators ard secretaries put
their first priority on the character of the high level
administrator’ s secretary. They put more weight on the
working habit or behaviour than personality features and
competence and performance. The important working
behaviours are the reponsibility for the assigned and routine
works, efficiently working and punctuality. The important
personality comprises the good human relations, controlling
and suppressing the feeling or temper and intelligence and
resourcefulness and the important ablitiy consists of
- accomplishing the routine works perfectly and efficiently, the
good understanding in the policies in each department and

always developing thier working methods.

2)  Both high level administrators and secretaries
are agree that the roles of the secretaries of the high level
administrators are very important. They put the first priority
on the role as the assistant of the administrator whereas the
second and third ones are put on the roles as the executor
servant and as member of the society and institution. The
important role as the assistant of the administrator consists
of writing the administrator’s assignment and telling to
others involved, using telephone fluenity and rightly, good filing
and fasinating greeting and welcoming the superior’ s guest.
The role as the executor servant comprises having good
understanding and knowledge in the communication system
and having ability to use it efficiently, following-up the assigned
works when the time passing by for some periods and



contacting with both insiders and outsiders. The important
role as member of the society and institution composes of the
contentedness and faith in the institution, having good and
acceptable background and having no family problem.

3) Both high level administrators and secretaries in
the government and private universities put indifferent
priority on the character and role of the high level

administrator’s secretary.
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