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The Operation Manual General Administration Officer, School of Agriculture and Natural

Resources, University of Phayao.
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Abstract

The operation manual General Administration Officer, School of Agriculture and Natural Resources,
University of Phayao. Intended to prepare the operation manual in the process and steps of the operation of
General Administration Officer. And to convey the work process, General administration according to standards.
To be used as a guideline for practitioners to be able to work correctly according to the step not error and
effective. And for use in management of the agency correctly clear as a system. Under the Routine to
Research(R2R) of Supporting personnel, University of Phayao. To supporting use as a guide Secretary of the Dean
for Meeting, Personnel management and Plan to do the Policy Analyst. By making a systematic approach,
General Administration Officer, School of Agriculture and Natural Resources. Operating period February 1, 2018
- January 31, 2019. By collecting data from University staff with Systematic sampling. And have AIC data
validation from principal adviser 3 people. Confidence at level 0.5

The study indicated that Personnel have understanding of the process and steps of the operation. And
Makes the operation consistent with standard terms with conditions Personnel development. By creating a work

manual General Administration Officer.

Keyword: System, Work Manual, General Administration Officer
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