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ABSTRACT

The purposes of this Participatory Action Research (PAR) were 1) to investigate the states and problems of
developing job performance of the general affairs system of Ban Nadi Witthaya School, 2) to determine the
guidelines for developing job performance of the general affairs system at Ban Nadi Witthaya School, 3) to follow up
and evaluate the development of job performance of the general affairs system in Ban Nadi Witthaya School
under the Nakhon Phanom Primary Educational Service Area Office 2. The guidelines used included workshops and
supervision. 2-spiral PAR with 4 steps comprising: planning, action, observation and reflection was applied. The
target group consisted of the researcher group- the researcher, and 7 co-researchers along with 15 respondents.
Instruments used were composed of a form of observation, a form of interview, a set of questionnaires, tests before
and after the workshops as well as a form of records. Statistics employed were percentage, mean, standard deviation
and Percentage of Progress.

The findings of this study were as follows:

1. The effects of the states and problems of job performance on the general affairs system revealed that:

1) In case of the states of job performance on the general affairs system, it was found that the
teachers in charge of the secretarial job came to work irregularly, that is, every other day. The job performance
was not quite systematic. The delivery of the in-coming and out-going documents via e-Office seemed to be
retarded and slow. The effects of job performance on the student affairs was inefficient. The school physical plants
and environment were neglected to be left deserted. In fact, they should have been in a serene climate. The
desks and chairs were left in the conditions of rubbles, for instance. The school environment was not conducive to
learning.

2) In terms of the problems of job performance on the general affairs system, it was determined
that the teacher in charge of the secretarial job was overloaded with teaching. In addition, the teacher in charge had
to be responsible for this job in two schools simultaneously. The notification of the document arrivals and departures
to those concermned was not in a good condition. Because of a lack of sufficient computers, it caused a problem for
the secretarial job. The students faced a lack of responsibilities in participating on the activities provided. Their
dressing styles were against the school rules and regulations; their behaviors were at risk. The school
environment was not conducive to learning activities. The shortage of the laboratories existed. Some school

buildings could not be used for learning activities.
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2 The guidelines in developing the general affairs system at Ban Nadi Witthaya School included:
study tours, workshops and supervision.

3. The effects of job performance of the general affairs system at Ban Nadi Witthaya School
indicated that:

1) There was an official appointment of the teacher in charge of the secretarial job. Materials,
utensils and equipment, documents concerned, manuals on job performance were well equipped. Moreover,
document cabinets, files, registration of out-going and in-coming documents, storage of official documents were
systematic, accurate and up to date. In addition, the high speed internet system was installed.

2) In case of the students affairs, the control and overseeing of the students, dressing, rule of
conduct in accordance with the school rules and regulations as well as the promotion of the students’
participation in all activities provided were implemented.

3) In case of the maintenance of the school physical plants and environment, it was found that
there was a plan on the management, maintenance, overseeing and development of the school physical plants
and environment to be in the conditions of being ready to be used, stable, safe and beautiful. The signs to
inform the exact places in the school premise were provided. In addition, the monitoring and checking of the

utility of the school physical plants and environment were implemented.
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