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(A STUDY ON ADMINISTRATION AND GENERAL AFFAIRS TASKS OF THE
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ABSTRACT

This research aimed to do the following © 1) investigate the conditions of task
administrabion and problem encountered of the Graduate Schoaol office, Magjo University
and 2) find an appropriate form of administration and general affairs of the Graduaie
School office to be ready for the changing status of the university as an autonomous
one. The respondenis include in this research were staff of the Graduate Schoo! office
responsible for administration and genera! affairs at Maejo University, Chiangmai
University , and Payap University. in-Depth Interview and Focus Group Interview were

used in coliecting data.

Results of the study revealed that there was only one staff of the Graduale
School office at Maejo University responsible for tasks on treasury and materiais,
archives correspondence, policy and planning. The staff did her tasks on lling, sending-
receiving, keeping, borrowing, and annthiating documents, For personnel task, the staff
worked on staff recruitment, staff care-taking, and general staff tasks. The staff was
responsible for financial and accounting tasks in the form of sub-agency working on
withdrawal al the Treasury division, office ¢of the President. For the sake of materials fask,
the stalf did her duty on asking for approval on purchasing, hiring, and arranging on
controlled-registration. For policy and planning tasks, the staff did her duty on
preparation of planning, outcome of annual operation, reporting on monitoring and

assessment of expenses, requesting for approval of income budget and fiscal budget.

Conditions on the task administration of the Graduate School offices at Maejc
University, Chiangmai University, and Payap University were investigated on the strength
and weakness points, opportunities, and constraints. It was found out that the task on
operation of the Graduale Schoo! office at Maejo University was over-load and the
Gracduate School structure was in the form that is in-equal to the facully status. its role

and importance were much reduced. The appropnate task of administration the new



Graduale School struclure were found as follows: 1) It should consist of the tasks on
academic service, adminsirabon and general affawrs, treasury and malerials, and policy
and planning. Each task should have some more staff responsible for increased tasks
and effective service tasks. Besides, i should have Dean and Assoclate Dean of the
goals, wviswon, slrategies, actviies, and new curnculum construction in the Graduate

School
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