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The General Administration Division is
responsible for document management to support
the implementation according to the faculty policy
and vision. The division is the center of faculty
documentary adminis tration, executive meeting
and executive secretariat, including coordinating
and facilitating the ceremonies and activities in the
internal and external faculty with emphasis on keeping
information/document confidentially, and correct, fast,

timely quality document management.

1. Responsibility

1.1

Administration Division

There are 29 staff members in the General

o Documentary Administration Section

17 positions
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o wihgnsUsegd 31 4 909  Meeting Section 4 positions
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1.2 @ariandndy 1.2 Key Indicators

Fo8InEANY 10 nuneg unsgaunsuqUuauiu Usunnuvu waaws
Key Indicator Target Performance Standard Number of issues Outcome

1. %aﬂa:mwugné}'mmiﬁuﬁu\ﬂumimim
Percentage of correctness of documentary
administration performance

1.1 MIsuLenans
Incoming documents
a e
1.2 NMIAATEHLANTT
Analyzing documents
1.3 n3aayLansns
Formulating documents
1.4 MIIARILONETT
Outgoing documents
% =
1.5 N13AALNLLENENT
Filing documents




FOBInEAY
Key Indicator

3. 3nuazu0dananInie
Percentage of document loss

5. %atlazmwNgn&'awaﬁwmm'ﬁﬂi:’qu
Percentage of correctness of the meeting
minutes

- Uszgnamzy
Faculty Committee Meeting
- dszgniuivg
Administrative Board Meeting
- dszzndiang
9
Operation Committee Meeting
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21 HITUVNUBITUTIN NIAILANNTTUIUNNT
v
FIUAIRANITTY N15d9 N15AAYT N15AALAY
LONEIT LATNNIAUENETT BENIRUTTANT AW

2.2 THUANMsnuanIusss eunaesegs nu
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wenelu wazanauanamzy URELPRILR LR
a5 fiuuimeanadanela

2.3 Waw1szuuNIInlszgu Wuszuy E-
Meeting lumsﬂs:"guﬂmznsiumiﬂs:d’mmzeﬂ
Urzgufduinisamzy uazUIzguAMENITNNTS
U oians Lﬁa%'nmmm&'waﬁaﬁa ANNALAIN
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1Unung
Target

waaws
Outcome

unsgaunisunUumIIu Usunnuiu
Performance Standard Number of issues

2. Key Performance

2.1 Having effective documentary administration
which controls the whole working process from
incoming and outgoing documents, formulating
documents, filing documents, and retrieving

documents effectively.

2.2 Rending services such as documentary
administration, meetings, secretarial works,
including various ceremonies to both internal and
external customers with correctness, fastness and

satisfaction.

2.3 Develop the meeting organizing system
for the Faculty Committee Meeting, Administrative
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3.1 MEfnEIRu
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4. yavuninu

4.1 1@#5us19%alasensinad s1eanieen
fan Usziananinas Uszant 2553
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Board Meeting, and Operation Committee Meeting
to E-meeting system in order to be confidential,
convenient, and fast, as well as reducing working

process and number of documents.

2.4 Formulate the faculty activity calendar
for advanced planning and reduce the repeated

activities.

2.5 Develop the database of the division staff

3. Academic Service
3.1 The study field trip

3.2 Seminar in the divisions under the

administration of Deputy Dean of Administration

4. Outstanding Performance

4.1 Receive Tid Dao Project Award 2010 as an

outstanding division, Dao Thong Award

4.2 Receive Tid Dao Project Award 2010 as an
outstanding innovation on “General Administration

Website Development”
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