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RCLES OF SECRETARIAL SECTIONS UNDER FACULTIES, INSTITUTES
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Srinakharinwirot University
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This study had three main purposes

l. To investigate administrators', faculty members' and
secretarial officials! expectation for the roles of secretarial
sections under faculties; institutes, and bureaus of Srinakharinwirot
University Prasarnmit.

The roles of the secretarial sections were analyzed in
two different areas 1 the actval roles and the ought-to-be roles.
They were then classified into 7 catagories according to the
prescriptions of the secretarial jobs, viz. seccretarial and generd
managements documentary, accounting and finance, equipment facilities,
school plants, public relations, and personnel mansgement.

2. To compare the actual roles and the ought-tc-Le roles as
perceived by the administrators, the faculty members and the
secretarial officials.

3. To compare the administrators', the faculty members! and
the secretarial officials! perceptions toward the actual roles and
the ocught-to=be roles.

The analysis was bvased on the data obtained from administrators
(26), faculty members (107), and seccretarial officials (63) of
SrinakharinWirqt University Prasarnmit. A set of rating=-scale
questionnaires constructed by the researcher was used as the instrument
for date collection. Means, variances, t-tests and one~way analysis of
variance were statistical techniques used for the analysis of data and

the testing of the hypothesis.



The main findings were as followss

1, The administrators, the faculty members and the secretarial
officials perceived the actual roles in all the 7 catagories of
secretarigl jobs at low levels. Thelr expectations about the ought-
to=ve roles were at high levels in all the 7 catagories.

2, The actual roles and the ought-to-be roles as perceived by
the administrators, the faculty mombers, and the secretaridl officials
were significantly different at J(Ol.

3. The perceptions of the administrators, the faculty members
and the secretariel officials about the actual roles regarding school
plants and personnel management were significantly different at JOLl.
The rest of the catagories were not significantly different.

L+ The expectations of the administrators, the facuity
members and the secretarial officials about the ought-to-be roles
regarding secretarial and general management, accounting and finance,
and public relations were significantly different at .Ol. The rest

of the catagorics were not significantly different.
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