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ABSTRACT

This research was aimed to study the appropriate competencies of executive secretary,
College of Logistics and Supply Chain (CLS), Suan Sunandha Rajabhat University (SSRU)
and find out the guideline for appropriate competencies development of executive secretary,
CLS, SSRU. The population of this study was 30 staff of CLS, SSRU, Nakhon Pathom
Education Center, the data was gathered by using the questionnaire and the statistics for data
analysis were frequency, percentage, mean and standard deviation.

The findings revealed that;

1. The appropriate competencies of executive secretary, CLS, SSRU was in the high
level in total and when it was considered in each item, it revealed that the good services was
in the highest level.

2. The key appropriate competencies of executive secretary, CLS, SSRU was in the
high level and when it was considered in each item, it revealed that the understanding people
was in the highest level.

3. The guideline for the appropriate competencies development of executive
secretary, CLS, SSRU was in the high level and when it was considered in each item, it
revealed that the sacrifice was in the highest level.
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INTRODUCTION

College of Logistics and Supply Chain (CLS) is one of the faculties at Suan Sunandha
Rajabhat University (SSRU) which it should be administrated along the goal of university by
the dean of CLS, the executive who assigns the task and responsibility for many chains of
command and the key person who manages time and work priority is the “secretary” as a cog
of the machine to drive all works of the executive. The role of secretary is supporting the
executive and the characteristics of secretary should be flexible, systematic, enthusiastic,
good memory, reliable and trustworthy in keeping secret, enjoy working in details, able to
work in all circumstances smoothly as it requested and needed, and able to coordinate with
all people which it should have a high competency, efficiency and effectiveness.

The restriction of the secretary of CLS, SSRU is the inconsistency of education
certificate which affects to a lack of skill, knowledge, competency, proficiency and
experience for working immediately, and a lack of probation process to assess the skill,
competency and qualification including the issue of human resource management process
which there are no position classification standard to specify the details of job description,
key task and responsibility, job specification and competency for position, no tradition and
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method for performance assessment, no term and indicator for competency assessment as the
other sections which affects to the unclearness of key task and responsibility, and it takes
time to gather the skill, knowledge and experience of being proficient secretary.

From the background and significance of this issue, the researcher has brought the
competency theory to study the appropriate competencies of executive secretary, CLS, SSRU
for the benefits and develop the competency of executive secretary afterwards.

OBJECTIVE

1. To find out the appropriate competencies of executive secretary, CLS, SSRU
2. To find out the guideline for the appropriate competencies development of
executive secretary, CLS, SSRU

METHDOLOGY

Population

This research was a quantitative research and the population of this research was 30
staff of CLS, SSRU, Nakhon Pathom Education Center.
Research method

1. Study the concept and the appropriate competencies of executive secretary, CLS,
SSRU as follows; 1) the relevant document in competency issue, 2) personal information and
3) mean and standard deviation of the appropriate competencies of executive secretary, CLS.

2. Analyze the data and the relevant theory or research.
Research tool

The tool of this research was the questionnaire for the appropriate competencies of
executive secretary, CLS, SSRU which it was divided into 5 parts; 1) personal information,
2) appropriate competencies, 3) key appropriate competencies, 4) guideline for the
appropriate competencies development and 5) other comments.

RESULT

1. The personal information of 30 staff of CLS, SSRU, most of them was female, at
the age of 31 — 40 years, attained the bachelor’s degree, with 1 — 5 years of work experience
and the current position was the general administration officer.

2. The result of studying the appropriate competencies of executive secretary, CLS, SSRU.

Table 1: Mean and standard deviation of the appropriate competencies of executive
secretary, CLS, SSRU

(N =30)
No. Appropriate competencies 1) c Level
1 | The competency of checking the work accuracy 4.88 0.34 Highest
2 | The competency of keeping the secret 4.74 0.33 Highest
3 | The competency of empathizing the work detail 3.82 0.32 High
4 | The responsibility for the university 491 0.29 Highest
5 | The acceptance on the other people’s opinion 4.55 0.40 Highest
Total 4.58 0.37 Highest
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From Table 1. The appropriate competencies of executive secretary, CLS, SSRU
revealed that;

1. The competency of checking the work accuracy was in the highest level which it
was consistent with the research of Saimir (2013), it revealed that the intention on checking
the work process was the key competency for all organization. Consequently, the
organization should define or specify the organizational culture of being intention on
checking the work accuracy positively which affected to the appropriate working and
satisfaction of the employee permanently.

2. The competency of keeping the secret was in the highest level which it was
consistent with the research of Natchaya Yeam-uthai (2015), it indicated that the secretary
was a person who operated directly to the executive in both of private and public jobs.
In addition, the secretary should be cautious and loyal as the basic of keeping the secret of
executive and organization for his trust. Consequently, the secretary should keep the secret
strictly to support the executive and organization completely and steadily.

3. The competency of empathizing the work detail was in the high level which it was
consistent with the research of Pornpraison Petch-umpai (2014), it revealed that the
participation, empathy and enthusiasm on working were the guideline for competencies
development of executive secretary of Suan Dusit Rajabhat University for being the learning
organization. Consequently, the intention and empathizing with work detail of the secretary
would affect to her work directly and develop her competency as well.

4. The responsibility for the university was in the highest level which it was consistent
with the research of Sopaphan Suriyamanee and Treepetch Um-mueng (2016), it revealed
that the morality and work responsibility were the most significant and needed factors as
being the key competency of the executive secretary which if it was applied systematically, it
would affect to the completion of executive secretary’s operation.

5. The acceptance on the other people’s opinion was in the highest level which it was
consistent with the manual of service mind technique for being excellent of Faculty of
Management Science, Chandarakasem Rajabhat University (2015), it revealed that the
techniques of creating good relationship on working were perceiving and providing a place
for the client’s issue. Consequently, it should perceive the other people’s opinion to find out
the solution and decrease the conflict from communication including create the
companionship at the organization for smoother working and problem solving.

Table 2: Mean and standard deviation of the key appropriate competencies of executive
secretary, CLS, SSRU

No. Key appropriate competencies 1) c Level
1 | The planning of work priority 441 0.67 High
2 | The ambition of finding the useful information 3.89 0.63 High
3 | The competency of understanding without 4.79 0.05 Highest

interpretation
The attention on accurate operation 4.98 0.10 Highest
5 | The readiness of encountering with all types of 3.51 0.38 High
client
Total 4.32 0.37 High

From Table 2: The key appropriate competencies of executive secretary, CLS, SSRU
revealed that;
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1. The planning of work priority was in the high level which it was consistent with the
research of Wittayatorn Thokaew (2019), it revealed that ordering and operating on the
priority were defining and controlling the operation to achieve the goal on scheduled time
and purpose for the efficiency of responsibility. Consequently, it should have a concentration
on time management for all complicated and various responsibilities to achieve the work —
life balance rapidly.

2. The ambition of finding the useful information was in the high level which it was
consistent with the research of Nattaporn Premsak (2014), it revealed that a difference of
competency of the data entry officer at The Secretariat of the House of Representatives
would affect to a difference of performance efficiency. Consequently, the competency of data
retrieval should be improved in order to improve the competency and operation for more
efficiency.

3. The competency of understanding without interpretation was in the highest level
which it was consistent with the research of Sopaphan Suriyamanee and Treepetch Um-
mueng (2016), it revealed that the executive secretary nowadays had the competency of
perception and understanding in various topics easily, and competency of interpretation and
processing the conclusion to apply for the operation. Consequently, the competency of
understanding was needed for more efficiency in the operation.

4. The attention on accurate operation was in the highest level which it was consistent
with the research of work manual at the Office of the Permanent Secretary (2017), it revealed
that the executive secretary should has knowledge of the administrative structure, sections,
law, communication art, creating relationship and coordination technique to check and
consider the accuracy of work process for the completion of presenting on the executive’s
estimation and assignment. Consequently, knowledge was needed as the conceptual basis on
checking the accuracy of work process for more efficiency, accuracy and expedition in the
operation.

5. The readiness of encountering with all types of client was in the high level which it
was consistent with the research of Suwat Wattanawong (2001), it revealed that the
competency of motivation was the process of science and art to motivate the people’s effort
for responding to some needs and achieving the goal. Consequently, the executive secretary
should have the art of communication and motivation for more efficiency and effectiveness
of coordination with the relevant people.

Table 3: Mean and standard deviation of the guideline for appropriate competencies
development of executive secretary, CLS, SSRU

No. Guideline of the appropriate competencies 1) c Level
improvement
1 | The sacrifice 4.59 0.27 Highest
Total 4.59 0.27 Highest

From Table 3: The guideline for appropriate competencies development of executive
secretary, CLS, SSRU revealed that;
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1. The sacrifice was in the highest level which it was consistent with the research of
Mingkwan Koychuen — Pattara Mahakhan (2010), it revealed that the appropriate
competencies of community college’s executive was in the highest level. Consequently, the
sacrifice, public benefits and work responsibility were needed for the cooperation and
performance success.

CONCLUSION AND SUGGESTION

Conclusion

1. This research was aimed to find out and define the guideline for appropriate
competencies development of executive secretary, CLS, SSRU by applying for the actual
operation including the monitoring, assessment and improvement to create the appropriate
competency of executive secretary accurately and appropriately.

2. This research should be considered and defined by the executive for being the
guideline of recruitment, improvement and maintenance the executive secretary for the
skilled person as the university needed and for being the criteria or guideline for operation
and improvement afterwards.

3. It should be published on the academic journal or presented on the international
conference for the trust and appreciation of the researcher afterwards.

Suggestion
1. Suggestion for applying the research
1.1 The support staff of CLS, SSRU could apply this research for being the
guideline of the routine job or the relevant research project.
2. Suggestion for the future research
2.1 It should have the qualitative research on the appropriate competencies
development of executive secretary for the future study.
2.2 It should have the research for creating the indicator of executive secretary’s
competencies.
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