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ABSTRACT

This research aimed to assess the state, the problems and the recommended
suggestions on administrative work of the secondary schools under the jurisdiction of General
Education Department in Samutprakan province. The research consisted of seven categories :
administrative planning, administrative management, filing management, finance and accounting
management, building and supply management, registration and personnel statistic management
and administrative performance evaluation. The data were gathered from 154 sample from 22
school principals, 22 school assistants principals and 110 division heads. The device used was
a set of rating scale questionnaires. The confidence levels of the questionnaire on the state and '
problem of work practice on administrative affaires were0.92 and 0.91, respectively. The data

were analyzed by frequency, percentage, arithmetic mean, standard deviation as well as software

program .

Findings were as follows :

1. Both by overall and by category, the level of work practice on administrative
affairs under the jurisdiction of the General Education Department in Samutprakan province was
high.

2. Both by overall and by category, the problems of work practice on administrative
affairs were low except for the category of administrative performance evaluation. Other

problems at the moderate level were assistance of teachers in filing, discarding of books in
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compliance with Civil Service Regulation, teacher assistances in management of building and
supply, publishing calendar, procurement plan, supply control, work manual, administrative

performance evaluation, evaluation analysis and the exploitation of the gained results to improve

administrative work.
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