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Abstract

The purpose of this research was to develop the clerical work system of Ban Kud
Khon School, Phu Khiao District, Chaiyaphum Province. The study employed an action
research methodology based on the concept of Kemmis and McTaggart, consisting of
four steps: (1) planning, (2) acting, (3) observing, and (4) reflecting. The research
participants included three key informants and ten additional contributors who provided

supplementary information.
The research findings revealed that:

1. The staff responsible for clerical documentation initially prepared official
letters inaccurately. After the development process, they demonstrated greater

knowledge, understanding, and accuracy, resulting in higher-quality work.

2. The staff in charge of mail handling previously had problems with delayed
delivery. After the training program, the staff were able to process and deliver documents

more efficiently and accurately.

3. The filing system for official documents was previously disorganized. After
being trained and developed, the staff could manage document storage in a more

systematic and accessible manner.

4. The staff responsible for the destruction of official documents initially lacked
understanding of the proper procedures. After the training and development sessions,
they gained clear knowledge and established systematic plans for proper document

disposal.

Overall, the action research approach effectively enhanced the knowledge,
understanding, and operational skills of the staff, resulting in a more efficient and

systematic clerical management process.

Keywords: clerical work, action research, organizational development, Ban Kud Khon

School
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