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ABSTRACT

The purposes of this study were to study and compare the problerns and guidelines
for solving the problerns off pencral admindstration according to the frameworks and 7 working
procedures of secondary school general administration; 1} planning, 2) general office jobs, 3)
correspondence managernent, 4) finance and eccounting management, 5) management of
materials, 6) registration ang statistics management, and 7} evaluarion management. The samples
of this stedy included 3 groups: administrators, deputy administrators of general administration,
and heads of the peneral administration, The numbers of participants were 68 administrators, 68
deputy administrators of general administration, and 68 heads of gencral administrations.

The rezearcher sent 204 questionnaires to the participants and the number of the responses was
189  ( 92.64 %), The research instrurnent was a set of questionnaincs comnprising of a checic- list,
a rating scale, and open-ended questions. The reliability was 89. The statistics used in analyzing
were percentapge, mean, standard deviation, and the hypotheses were tested by one way analysia of
variance. [t was found that:

1. The problems of gencral administration as perceived by the three groups as a whole
and each problem were “average™. The order af problems from the most to the least was
evaluation, planning, general office managemuend, materials management, correspondence, finance
and aceounting, and lastly registration and statistics manapement.

2. The three proups agreed that as 2 whote and each problems, the companson revealed

no differences i opinions,



3. 1t was suggested that the criteria for administering evaluation had been froquently
changed. This made the guidelines in working unclear. In addition, the schools lacked the officers
wheo had direct responsibility of the general administration. Because of this, the work was slow.
Training for teachers and employees who work in general administralion departments to learn the
guidelines and how to work effectively should be provided. Finally, job awareness should be

made and there needed to be continucus follow-up.



