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Abstract

Objectives of the research are (1) to study condition of administration divisions in 4 parts: general affairs,
finance and accounting, supplies, and personnel, in the small primary schools under the office of
educational service area nakhon ratchasima zone 3, divided according to the role in administration,
namely administrators and teachers, and (2) to study administrative way of administration section in 4 parts:
general affairs, finance and accounting, supplies, and personnel, in the small primary schools under the
office of educational service area nakhon ratchasima zone 3. The researcher had collected data from
questionnaires done by 70 administrators and 70 teachers, and had interviewed 5 administrators and
5 teachers. The researcher analyzed data through computer programme by statistic of frequency,
percentage, average, standard deviation, and content analysis.

The finding indicates that

1. Overview of condition of administration of administration section in 4 parts in the small primary
schools under Nakhon Ratchasima Primary Educational Service Area Office 3 is in high level. For each part,
it was found that every part is in high level; finance and accounting section has the highest average, and
documentary section has the lowest average. Comparatively, there is no difference whether in overview or
in part between opinion level from administrators and teachers.

2. Guideline for administration section in 4 parts: documentary affairs, finance and accounting,
supplies, and personnel, in the small primary schools under Nakhon Ratchasima Primary Educational
Service Area Office 3, it was found that all parts have not much difference in operation process, Schools
assigned personnel to take responsibility for each part, study regulations, arrange operation plan and
target exactly. Schools provided examination to select personnel of good ability according to their
qualification, sent personnel to be trained continuously, used technology in administrative section for more
exactness, provided administration operation plan and manual, set personnel to monitor and assess that
operation for effectiveness and efficiency.

Keywords : General Affairs Administration, Small Size Primary School.
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