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General administration conditions of the Administration and Correspondence

Department, Phetchaburi Rajabhat University
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Abstract

The objectives of this research were to study the problems, opinions, suggestions and improving the
performance of the Administrative and Correspondence Department at Phetchaburi Rajabhat University. The informants
were the 22 personnel responsible for the administration and correspondence Department at Phetchaburi Rajabhat
University by using the interview and using data.

The results revealed that the problems are the format of the official documents is not the same, and the operator
does not match the position. Opinions and suggestions were found that There should be encouraging personnel to use the
system correctly. A guideline for improving the performance is the preparation of official documents and should provide
practical training to educate support and academic personnel. The preparation of official documents according to the
format and related language skills. The receiving-sending official documents should adopt the system more. There should
be a training workshop to provide knowledge on receiving-sending official documents to support and academic personnel
through the system.

Keywords: Administrative, Correspondence, The problems of the administration and correspondence department
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