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THE APPROPRIATE COMPETENCIES OF EXECUTIVE SECRETARIES IN

MAHIDOL UNIVERSITY KANCHANABURI CAMPUS
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ABSTRACT
The purposes of this research are to identify : 1) to get the appropriate competencies of the
secretaries for the senior management in Mahidol University Kanchanaburi Campus 2) to develop the capacity
of secretaries for the senior management in Mahidol University Kanchanaburi Campus. The populations in the
study were the person who assigned to do administrative roles, academic staffs, and supportive staffs. The
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instruments of this research were questionnaires. The statistics applied in data analysis were frequency (f),
percentage (%), mean (u) and standard deviation (o).

The results are shown as follows:

1. The appropriate competencies of the executive secretary of Mahidol University Kanchanaburi
Campus were at a high level as a whole. Core competency and functional competency were at the highest level,
while managerial competency was at a high level, while managerial competency was at high level. There were
five sub-competencies found at highest rate, including service mind, analytical thinking, self control, integrity
and achievement motivation. Eight sub-competencies rated at a high level were organizational awareness,
teamwork, leadership, caring and developing, strategic thinking, expertise, proactiveness and visioning.

2. Guidelines to improve the competencies of the executive secretary of Mahidol University
Kanchanaburi Campus were at a high level as a whole. The functional competency were at the highest level,
Core competency and managerial competency at a high level . Three sub-competencies, integrity, caring and
developing, and achievement motivation were rated as highest level. Ten sub-competencies including analytical
thinking, strategic thinking, organizational awareness, visioning, teamwork, service mind, expertise, self control,
proactiveness and leadership were rated as high level.
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