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- Sisaket Rajabhat Universit

ABSTRACT

Administrative operations. If workers do not now: Ang ;theiéBiLityEtO*wofl{,@then it will
make operational errors. And cause harm to organizations. Which this research. The objective is
to study the operation status of affairs. Development Administration needs work. And guide the
development work of the university administration Sisaket. Within the operational aspects of the
preparation of 4 missive Receiving - delivery dispatch Collection - the official books. And
destruction of dispatch The population of the University staff, including teachers of 80 Rajabhat
Sisaket volunteer staff of 58 people the tools used 1o collect data A questionnaire Data were
analyzed by a computer program for frequency, percentage, standard deviation, and the

interview data were analyzed by descriptive analysis.

The results showed that

1. State’s current administrative practice of the University of Sisaket by considering each
side as follows. 1) The preparation of dispatch Workers have skills in drafting official letter,
followed by the preparation of interactive books Sisaket Governor's University is to follow.
Corresponcence of the rules work as a guide in the preparation of books and government. To
work. Preparation of books Government manual 2) the income - letter government found that
the receipt of official University Sisaket have to be in the register of the book correctly, followed
by a better understanding of the practical administrative guidance. of income - letter government
and the letter public university Sisaket is registered letter correcily, 3) collection - books
government were planning to store books and Official Form was followed there. preparation of
registration books and Official Form into categories and books, and Official Form stored never is

lost, 4) the destruction of books, govemment found that the practice process of destroying books

il

government, followed by planning, Official Form and the destruction of books and a book
exploring the retirement of the store.

2. To the development of administrative operations of the University Sisaket.
Found that placing regulations on the - Governor letter was followed by a system of ¢overnment

to a bock store categories, and the enhancerment of knowledge and skills in the preparation of
dispatch
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3. Guidelines for Improving the Administration of the University of Sisaket concept of
administrative workers. Each of the following. 1) Preparation of dispatch Staff should be
encouraged and developed knowledge of the preparation of official letter continued. Universities
should be supported. And focus on job preparation public real book. Should follow intersive.
Interactive books, government keeps its schedule. All staff are required to cooperate in the work
of the persennel working in conjunction with the direct personnel, 2} income - the official letter.
Workers need to get a book on time and handouts all staff. As a guide te other personnel
comply with the regulations of the university. Government workers submit the letter on time.
Check the correct recipient. If none of the representatives. Find another way to let the recipient
receives the information as soon as the phone, sending e-mail and documents distributed to ali
staff. As a quide to other personnel comply with the regulations of the university 3) storage - the
official books. Kept to a category So easy to find. Might be used in a computer system for storage.
The official books. Requiring the approval from supervisors before proceeding. And who are
eligible to borrow books must be approved by the supervisor every time. Registration must be
prepared to lend. Send to a clear schedule. Then be refunded at the end of the track 4) the
destruction of dispatch In the process of government to destroy the bock and will becomé clear
to all parties in the same way.

Based on the research. Concluded that the administrative operations of the University
of Sisaket. With the implementation of the regulations of the government. The analysis of data
can guide the development work of the university's Sisaket Rajabhat University should develop a
quality plan administration. Staff capacity development work, as well as administrative personnal,
Si Sa Ket Rajabhat University. Staff responsible for operations in particular. There is enough

equipment to use at any time. And preparation of work instructions that are currently used in

operaticnal guidelines.

Keywords




o = AuEAneAERS I Inendsumviansat ﬁé\\j
F1TAITNTIRNANTIANE

MAHASARAKHAM UNIVERSITY @U‘:’Jﬂ'\'d:\\'b

unii

wnivendaduanndumsinussdugaudne fgajamnelunisaiuassrasslannufinmd
miirns Taefifushandndrdly 4 Usens fle swaewdiondedudn aAde nuuimsivineun
Py waznuvihyiredaySausssu Taeflymjaanefioraoassdnunanssedugaiowannyssmea
adalsfinny mandatufindadfindendn efesdimsindafoaaimelunarneuenuminende
viliviafadfionardudnaunn msauenmadugnduiuasnsimidunudamoin
Faonansiveni] sugsnsasiiumhsnuiifuineuauiuenanaianus wineugsnsUHTRAEAY
adh Aewane wazduau saossumdldasainvesnisliuinisfasitlinisdnfunusaiusianan
voumivendeiiuluagieliiiussaviam Sudsnalinnsduiumuilianmsodugvistan
Toqusvasdveuminenddliivinins autu Welimsdiunuresnugsnaduluage
UszAvBam mssdivenlunndmsesnugsnmadesinisvauiissuu uasyaannsiiliuintstianm
wiauuazihilailesliuins msddumgsmadumuileglunrsuimsenuiluauroutheuasions
U%Wﬁt,tazi’fﬂm‘samuﬁnmﬁﬁwﬁmadwﬁa mexﬂﬁﬁ'}LﬁumuqimiLﬂudﬂuﬁtﬂuﬁ'ﬂwmmiﬁmimu

&

il Tafialifumiiianudwyrenisiasylimsduiusunniuusse Inguszaadiinld Faffun
nensUfdRfe Annanmanugsnisvessanudnuuaysedeunguine wdfiRifedes mauay
BaNUULLESMS antupeunisidunliivssavznmlneorathssuumalulauldlun iy
Wiwminzau daypmnsfufiaveusayiannlifiamdm uansolunisufdinugsmsnussuuiinu
134w Hardwareuas Software Tanunsasassumsuftfaudugsnsldmussuuiitimuslsnng
ﬁ'lLﬂudwuqsmimmzwﬁﬁmu@lﬁmaé‘mwﬁ’nmmgnﬁm mandutlgiuues Jssudaduardan
Ussdiuma wasUTuussnugansifiussdvanm (nssvmednunBnns. 2546 : 68)

wnedasuApeasay  Wsasdusamsluavnine s fneRasny RoUfdR
MIAIWNNT 7 uay 8 wisnszTlygRaiivendorudy we. 2547 THAsaungesth i
UszdnBamussgruiiudelunnasiie nswdssusmamsludrineusdnisud Ussneudae
oA waznasuluuiauasuey  dnstnsluansauananduasinenmans Ussneudng dnany
AMURA TWawnsadien GT}wmﬁulﬁ'jﬂum‘sLm_i@a";u‘mm‘smawmf‘mmﬁaiwﬁ’gﬂ%‘asmw adldheau
FINTTIRIUARE NG %‘aﬁw%’umﬁﬁ%ﬁumuqm15’[,uwiazmhwuﬁuasﬁamwmaqnﬁ‘iﬁm‘sl,l,mnﬁiw
flunuuiunanmuenden uaznishatug VildnsufdRenssnistaduddutumey anmilagdy
thymilumsiiiunugsmsmunsevs 4 fu A nsdmimtdiosnsg N33U-NMIdiedes1enis
maiu-mstimilidesivms uasnnsyanoutidesants Uningd sunsdniiniede dinuiawann
VANsRgIlines Awliduvans dunisiu- de wilsdesremshidutgtumsuidhudi
vseEadh sy msudemas iU o ivieditfetes sunsiiy —nstumlsdeans
Mg azanlunsdunrmtdasansaiin msdniubiiduitaty nsfumidslisinng
awnzilou unsdlauenndisdiudyn dumsvnanemilidesenis falsifinsufiRlunsaendide
3IUNS way Lé’ﬂwﬁﬂﬁmmmmé’ ANEsaniza tyvndusadeu detedusng 7 §in1s
Wiuulas vilinsufuBerufianann waszandn



fesAneAEes URTivendaumansaw

100 VEATINTISANANTTANGY e

Wid ~°
mnilymuaswualtusindnilfifuimnddeslianmmsufiinuidounniesavdmadome

sensiliunuresingdo  wesnsiuiiunudesldyaannsifiaragmiausalenngdu
UssnauffupauautiRauy A FTReusuntsTiUinsuimienudy sfed Suldun anuiiuyee
Fuius auiuliaey Aunseiedeiulumsfaunauvessuy Widsyandnmetieue uasieliiinig
Umsdamsiifenundessge Ssdmnyaainsueaing anuasnsalumsufoRau ufoha
sefounteliuiimuunim fdeussilfifntlgmuainanssmudenisuimsiana mauviwsany
gsnrdmadefauRomIUgRunuiudy 9 ettuueu fudu §3% Feilerwadlefiosfineinig
UiiRugsnsresmTinndussgetasine Tnsldnsaunadnunmsuiifoy ¢ du e msdav
wilsdesun1s nsiu-msdonisdesions  nmafu-msBumidesuns wasnsvianewidesuns
deliAnag anudilalutigmnisufanu msuimsnugsns nufaludeaumeduiuduins
Tukumesmsnasuuiuus uwidgmuasimunszuunsufifoussnistdgnassnuvdninnsasly
AU IMIBUDINITIIY

o] o e = a v e o wm v
1. LW@ﬁﬂﬁqﬁﬂqWﬂqu{]Uﬂ\ﬂuﬁﬁﬂ']'i’ﬂ'aﬂuﬁ']']'ﬂﬂqaﬂﬁq"ﬂﬂﬂﬂiﬁgm'ﬂ @Wwﬂﬁa'Ufn'iUQ'Uﬁﬁqu 4 anu

1.1 nsdnviwiledesnanig
1.2 P53u-nsdetlsdasnunis
1.3 msfiu-nsBumiadesonis
1.4 myvanewisdesnanis
2, WeAnnesensmatannnsuj iAo ugsmsesminedbruigrsaunny

3, WedAmuurmalumatannnsuiRaugsnistesmiine durrd ey

anudfyvaInside
. funsAnmuasmuraunszuaumU TR ugsmeteaminederadgaiasiny illseuy

e
suiflsuhi
2. Hunmslumsianssuunsuidinugsnsteaminndusuigesazny Willrnugneis

= & .
avenn 20157 wasiduilegiu

Fdndumside
1. Usgansuasngusiagng il
1 1 Usznns laun urannsumimendemesipaTasiny S1uiu 138 AU UizNauateends

o v & o
U 80 AU LENWINT 9111, 58 AU
o o ks oo W v o
1 2 naudneting WevnuuamansiaunnUiFRanugsns e lmumganTTTes

ymAnendeTufAsasny 9t 13 A
2. maﬂﬁﬁ'ﬁmuﬁimwaawﬁmmﬁ’aswﬁ’gﬁ%ﬁsLms aunseunMsUfuRaIu 4 A e

2.1 nssaviwildesenis

2.0 ANSU-NNSEIAIADTIVNG



o auzAnwrand uwiivendiumis s h
’J']'iﬂ']'iﬂ‘ﬁ’)@ﬂﬂﬂ']‘iﬁﬂ‘lﬂ'] MAHASARAKHAM UNIVERSITY abmﬂﬂ#l\'b

2.3 ASAu-N1souvieEeI1nIT
2.4 ATinateviades1gnig
3. §EELAMITUNNTENEIAUA N

FEWTUADY WOWAAN — NTNIIAY W.A. 2553

aunanisive

[T
o A Ve e

anniddluaded §33 Wandumsifefleliussquanuiaguszarmeide Ao weRnunanm
nsUgURNUgINg LLaaﬁﬂmmmﬁaam‘sﬁ'summsuf]ﬁ’ﬁmuﬁ‘iﬂﬁw?auﬁy’a%’aLauaLLuxLmeaﬁ’@ummﬁ
UitRnugssvemminendesusipedaziny wantslasesiioyaagule il
1. anwilagduinfunisufiiaussmsteaminedusvigriasnslpefaradue
Fu el
1) sunsdndhmiladosionts dufdRoudvinuslunsianideonunts sesawnde ns
Tmnlsrounisdorunavesnivedysdgaiaznesujialagnaes ,msRnunssilevnuensussu
Wuwnmalunisdavimilsdesnomsuas lumsufidaudy favimildesmshenues
2y nunsiu- dwmdsdesiuns wud msfunti@enemivesnivedesuipeiasing
finsasiulunzifewiuriviesdngndns sewan fis amudarudileveafuivfeugsnisiuun
namsiu- davilideorunts wee nisawvdideTynsvewnTivendeanprsazinuiinisameouds
wilsdosgragneas
3) fumsiv-Burdsdoronts wun Imsnasulunmsiafumidouasienessunig
e e dnsdavimzideutumideuszionarssrmstilumoanny was wideuazienansssnms
atmililieefamsangvne
) grumshanewicdennis wuh Sunditiduneumaheonddosoms
Tesawn Ao nrsnssilunsiaenideuasionansstents war Insdmwideiesuotgmsind
2. eudensmsianssuunsUiRnugimsresiviivetds  mwdgedanne wuh
nrneslauUfiRnetunsiu-dedontms semen fo mynesuumsdafuidermsiiidy
varenty uay msiauemseadlassinedunsdaimidentns
3. wamalimun s iRougsmsveainedesaigadazsng smuuiAaes fUFTRm
5305 uslasfiuiell
1 madmimdidiorums yaanseasldiumsdaalusasinunaudfumsia
wildosnnsadusaies wninenaeeslvnsatuayy tayldaudidyivnunstmihmise
TWMIBE MRS msRamsesh mslimeumisdenumstiiumurwunoa YRNNTYNALTERedl
rrmsudlsluinudinindreugivyrennsiufidelaensaaens
2) masu-nmdwildoruns  gujiRnudmsiumisdelinsaa uas vhanatsuan
uransyanu elusamdiyrmnsi 4 U§iRnmsedemeaminengy AU R udaniade

Y g vw oa oy v 14 ) o 4 Ve M v v T |
Tnshinsim anadadiuligndos vnliilasuun e mRuialifiulasudeyaliign



107 w = ansAnwAEnd uwhineiduwiaseu

OU’UTJ‘J;]X‘: TIAINTIRNANITAN MAHASARAKHAM UNIVERSITY
Wy mIimsfmi nsde e-mail wasdesiianavianyrmnsynau diefuimaliyaainsdu 4
UfiRnseiisurewmine sy

& - o =y v oa g v 2 - I ' v
3) mafuinw-nstunisdesivms Aosdmiulitumnamy dwedesanisfum
= o L=y o L Q) 9, L)

pnvazimabszuvpeniiweinldlunsdadu  lunsBunivdesiuns Aesauoreeyifan

valda Lo @ v ow

fisRuTteunnaf uaedifaviiumlsdaldfesiunsliiuoginndtdudymmnad dosta
nifieulun1sfy fvuanatddidamy uihdasdesmmefudiaasuimun
1) maiaewidernaivuadusaunsluiaiendsderrndideoy uas Tie

Uimdhuidlumadeatuyndie

ineamidy agUldhmaufifoussnmsvewminenderudgadasioy Insduduanuaiy
sufsuremsens fnmsiesgideyaannsaldimdunsisunsufifinuues
wninendeAgaiasing  fe uwiinenden arsdnsdainunuiaIAMAMITUEINTS InnTia
AnspmyaansaneUfiROugINIRneRIuyRanTIMTInedesAgAsazIny fidihi iRty

a

¥ edas a = ¥ o 2 2 ) 1 o wn =
wihisuAnreulpeewt Jaunsalldfewoanuisnliiulinaoana: werdmihAiionsuifauidu

u

fagifudmsuldlusurmansufdfa

Yaiausuuz
1. dorausuurlunsthwansidaluly
1.1 unnenden prsinsrauRun s disness Ui U muasgliantsufifanaie

<

=t o aa o = as
tataUUALdULUIABINY
1.2 pasfimsvssguinl foRnisatnesedlos uas IihuSneilunssuumshonufioling
LY ) = ar
AL T UMY
2. foeuauuzlumsiduaialy

2.1 mysfimTitedaUfiAms anasmumeaneiRNTEUUMsUiRNugINTTes

yAnenas Ul



w o aolsfneAEed uTIvedELmEnsA 103
‘l'l‘iﬂﬁﬂ‘]ii]ﬂwaﬂ’]iﬂm}}‘] MAHASARAKHAM UNIVERSITY Quuuﬂ%\b

ONE15D1984

Afan UARan.(2532) psuimauaznistimanmadnundesdu. ngamme ;. Snwsian.

Funsn Hums.(2563) “msiannszuvugsMIvasaneAnviAaans wninedudedlal.”
ImendwusUSgamsine awiudvisnisdne Taudiainedunrivetdidadn,

973 udled. (2526). NIBUTMITNUEINT, NTUNWL BUTNITRUN.

wouls nausyays. (2540). anmuszdammsuimsnugsmshilssGauiseuAnwmdeda
nsuansigAnen Lwan1aAne 10. Inendwus Vigaatmansumidudanianweiuns ;
THIAINTAIUATINEEE.

ugymy A3azenn (2545). n1sideidasdu. Auviedail 7. ngamme - sumudin,

yayt Aszieany. (2539). “msuinsaugsnislulsaeudssndnu dafansuaindnu
dJaudauunys.” IneilwusUinggundadin awimsuinsnsing Tudieinedy
winendenuasaans,

YR ﬂﬁﬂﬂszawé.(z546).u:uuLﬂuaﬂjaﬁ'\wumlﬁwﬁnaquﬂgmamag}’ﬁmﬁumﬂa‘l.umﬂmuﬁu%ms
#nufne ’a”m‘?mLﬁaugeﬁmﬂuﬁmuquziw.Iﬁqﬁfaumﬂmaﬁ%‘qmamamzﬁ WAUTG
dlaansgyunuu dwinaynsanas,

Uszialy 1 (2544). anmufesmsiannemustunihiivesdnundmadsunededn dnine
AuznssINsUsnuAnYIuAed leansinen 5 3nendnusAaUrmansumdudin -
wWinenduinursaans,

Uinms edeymslsail. (2535). nsulmsawdnms, ngsmuvnuns : auddaaiungam,

Jazdy Weuaunysal (2536). Msideusniung : wdnmsuaznIzuILNTs. NPUANINUAT ;
nsRuAnITUAT.

Haawssi afutAanAuasga T dhsinsal. (2534). nssenuuLAINE. AZINe |
AngAnwmanad uuTinenduinuaseans,

wae guin. (2548). msufiasusiniamelusniudne ﬁaﬁﬂﬁqﬁ'ﬂmuwﬂﬁuﬁmﬁﬁnmuﬂiﬂgu
1. uasugn : ngriwusdnvemansumidudia swinendadauins,

Wil Fuufumd.( 2524). wannsuiwslsaSeu. nyammamuns : Waduvdnisfiu,

wasdl wi¥ml(2535). Bnuisemamgfnsaumand uacderumans  Gavinded 2) TN :
wisnesuiuuouiiied fn,

Ws gausasiv. (2528) n’n‘sﬁ%’mﬂ%‘mﬁaﬂixsﬁuwanﬁﬂﬁfj‘aamuwaﬁnﬁ:«'ﬂwﬁw%’u
undnwegensatonly. Tnndwus By Svenaansuiuda (@55 uvAans)
muigwTUaEssNgY Judieinende wivenguufing,

Peters, Timothy Carl. (2002). A Study of the Role of The Chief Business Officers of Small
Private Colleges and Universities. Ed.D. Dissertation. Pepperdine University.  (Online).

Available : http://proquest.umi.com/padwety/7did=7293244048&sid=3&Fmt
2&clientld=72281&RQT=309&VName=PQD.





