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Abstract

This research, “Adjustments in Administrative
Support Procedures of Khon Kaen University’s
Office of General Education,” has the objective of
studying the limitations of procedures used by the
Office of General Education, Khon Kaen University.
This research aims to identify new methods for
improving administrative support procedures at
the Office of General Education of Khon Kaen
University and to monitor the office’s performance
in implementing adjustments. Purposive sampling
was used to recruit four executive staff, 14 teachers,
and 19 support staff employed by the Office of
General Education. Interviewing was used as a
research tool, as well as brainstorming in focus
groups.

The results of the analysis of limitations
with procedures used by the administration found
limitations in the process of documentation and
administration and in procedures of disbursing
teachers’ compensation and administrative work
in Khon Kaen University’s Office of General Education.
Overall, administrative work is of high quality and
successful, but when considering the achievements
of the administrative work in different areas, it was
found that procedures of documentation,
disbursement of teachers’ compensation, and

administration had low inspection analysis scores

(CHECK). The average was found to be at 1.50,
followed by problem resolution work (ACT), also
found to be at the lower level with an average
value of 1.60.

This research found that a model of PDCA
provided a course of action for adjusting
procedures in order to solve problems in the area
of administration, where PDCA refers to the
following. P: Personnel should prepare accom
plishable action plans for success of implementation
(achievable). They should choose ways to solve
problems or adjust working plans by analyzing and
criticizing alternative options. Brainstorming should
be used to exchange ideas from all members in
order to decide on the most appropriate way to
solve problems. D: Personnel in charge of
documentation and administrative procedures and
distributing teachers’ compensation should have
a way to distinguish the steps and procedures that
should be followed, should develop skills related
to collaborating with colleagues, and should
accept criticism from others in order to use this
criticism to adjust and improve work. C: Personnel
should set objectives in checking and evaluating
working procedures; collect all information related
to working procedures in order to analyze issues
that arise; consider important processes for
demonstrating quality of outcomes at each step;
compare outcomes with the action plan that was
set beforehand; have production reports every
third, sixth, ninth, and twelfth month of the year;
present work outcomes, including preventative
measures for mistakes or failures; and have ways
to resolve defective work in order to find better
ways of doing things. A: Personnel should be

evaluated regularly. If an error or flaw emerges,
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causing outcomes to be inconsistent with objectives
that were previously set or causing work to be not
up to standard, corrective action should be taken
as appropriate for that issue.

This research led to the following recom-
mendations. Personnel should improve every
procedure so that all working procedures are more
cohesive, a model should be set and working
system created that is truly able to accomplish
work, and that can meet criteria of quality
administration based on the achievement of tasks
(PDCA). Personnel should have ideas or suggestions
for their work or accept criticism from others in

order to adjust and improve their work.
Keywords: Improve Workflows Provide Management
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