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Abstract

This research aimed to study: 1) the needs of supporting staff working as general office
management staff to improve their working knowledge, and 2) their needs to improve their working
skills. The participants comprised 60 individuals working as general office management staff in the Office
of the University, Chulalongkorn University. The tool used was a checklist, and the data were analyzed
based on frequency distribution and percentage. It was found that the aspect that they would like to
improve most concerned the rules and regulations relating to their work, followed by official letter
writing and the policy and planning of the office. As means of improvement, most of them would like
to participate in a training session/seminar and a workshop.

In terms of skills, they would like to improve their four skills in the Thai language, followed by
analytical and information processing skills and consultation and data processing skills. All of the three
aspects were ranked high. As means of improvement, they would like to participate in a workshop and

a training session/ seminar.

AdAny: AnuslunsuiReny dinvelumsuifau/mnudeans
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