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ABSTRACT

The purposes of this study were four-fold : (1) to investigate
the quantity of time management and the level of efficiency in adminis-
trative tasks, {(2) to compare time management and efficiency of adminis-
trative tasks, {3} to examine the relationship between the time manage-
ment and efficiency of administrative tasks, and (4) to investigate the
problems of time management in administrative tasks as perceived by
administrators and school teachers in secondary schools in Educaticnal
Region 2. In addition, suggestions and recommendaticons as provided
for by the subjects under study were included. The time management
and efficiency of administrative tasks were divided into 6 aspects,
namely, general administration, business affairs, academic affairs,
student affairs, general services and school-community relations.

The subjects under study were differentiated in terms of size of
schools under which they worked, educational attainment, and work
experience.

The subjects for the study were 50 secondary school adminis-
trators and 355 teachers in the secondary schools of Educational

Region 2, totalling 3B5 subjects in the academic year 1990,
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The instrument for the data c¢ollection was a questionnaire, with

the reliability value of .96, comprising four parts : part one dealt
with general background information on the subjects ; part two con-
sisted of a 40-item questionnaire on the gquantity of time management
allotted in administrative tasks; part three dealt with a 48-item,
Likert scale questionnaire measuring efficiency in administrative
tasks, and part four was a l0-item questicnnaire on the problems

of time management. In the data analysis, the statistical procedures
were employed for percentage, arithmetic mean, standard deviation,
correlation, t-test, F-test and Tukey's HSD test.

The findings of the study were as follows :

1. Varying numbers of hour per week spent by the secondary
school administrators in the administrative tasks ranking from the
highest to the lowest were the following : general administration,
schocl~community relations, academic affairs, business affairs,
student affairs and general services, respectively.

2. The efficiency level of administrative tasks as per-
celved by the administrators was at a very appropriate level ir all
aspects of the tasks, ranking from the highest to the lowest :
business affairs, general administration, student affairs, general
services, school-community relations and academic affairs. However,
the teachers' perception was at an appropriate level in all aspects
of the tasks, ranking from the highest to the lowest : student
affairs, business affairs, general administration, general services,
academic affairs and school-community relations, respectively.

3. There was no significant difference of time management

when all six aspects combined as perceived by the administrators with
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different school size, educational attainment, and work experience,

4. The efficiency level of the administrators' tasks
as perceived by administrators and school teachers in the small,
medium and large school sizes was significantly different in only
four (4) aspects of the tasks, namely husiness affairs (P = ,0002),
student affairs (P = .001l5), general services (P = .0347), and school-
comunity relations (P = .0042),

5. There was no significant difference in the level of
efficiency in each of the administrative tasks as perceived by
administrators and teachers with different educational attainment
and work experience.

6. The intercorrelation coefficients in all aspects of
administrative tasks were significant at .001 level.

7. There was no relationship between time management
and the efficiency in each aspect of administrative tasks.

8. There was no relationship between perceptions in effi-
ciency of each administrative task of administrators and teachers.

9. The problems of time management in administrative tasks
included the lack of planning, the shortage of vehicles in carrying
out administrative tasks, and the lack of relevant data or informa-
tion.

Suggestions for the improvement of time management and
efficiency of administrative tasks were the following : good plan-
ning, a fixed schedule for the task, the assignment of the right
man to the right job, the follow-ups and periodical assessments

of the tasks for on-going improvement.



