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ABSTRACT

The study of Competency of Secretary of Chiang Mai University Administrator aims to
study the competency of the officers who work in the Secretarial Office of Chiang Mai University
Administration, to study the competency and competency gap of the officers who work in the
Secretarial Office of Chiang Mai University Administration and to create the competency
dictionary of the Secretarial Office of Chiang Mai University Administration.

This study has been done by collecting data from 3 data sets. First data set has been
collected by interview 7 university executives and collected by questionnaire from 23 faculty
executives to analyze for the description of the secretary’s competency of Chiang Mai University
administrator. The second data set has been collected from the executives in the Office of the
University, from the executives in an Academic Administration and the executive from an
Academic Administration Unit in total 48 people to find out the selection of core competency,
functional competency and the expectation’s level of the secretary’s competency. And the last
data set has been collected by the questionnaires from the secretarial officers in total 38 people as

a self evaluation of the secretary’s competency and to analyze for competency’s gap.



The result of this study are

1. It is found that 3 core competencies, which are 1) learning competency, 2) ethic
competency and 3) professional competency. And it is also found the functional competency in 7
aspects respectively 1) secretarial knowledge 2) office’s skill 3) English skill 4) co-operational
skill 5) service mind 6) enthusiastic skill 7) good human-relations and proper performance.

2. It is found that the executive’s expectation levels in the core competency from the
secretary are 1) the 3" level in learning competency 2) the 4" Jevel in ethic competency and 3) the
4" level in professional competency. In the functional competency, it is found that the expected
level as respectively 1) the 3" level in secretarial knowledge 2) the 4" level in the office’s
function 3) the 4" level in an English skill 4) the 4" level in co-operational skill 5) the 3 level in
ethic in service mind 6) the 4" level in enthusiastic skill and 7) the 2" level in the good human-
relations and proper performance.

3. In making the competency dictionary which has been analyzed from the data
collection in this study. It is found in the core competency that the learning competency is in same
level as the executive’s expectation. But in ethic competency and professional competency is in
lower level from the executive’s expectation. It is also found that the functional competency, the
service mind of secretary is in the same level as the executive’s expectation. Moreover it is found
that the factor of good human-relations and proper performance is in the higher level from
executive’s expectation. But in the factor of secretarial knowledge, office’s skill, English skill,

co-operational skill and in enthusiastic skill is in lower level from the executive’s expectation.



