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(The Follow-up of the Training Course on Effective Secretarial Work Management)
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- Abstract

The objective of this study was (o follow-up the training course on Effective Secretarial Work
Management mn lerms of the following :
1. Whether the course participants had applied their knowledge gained from the course to their
il

work.

2. Whether the work done by the course participants had been improved.

i

Whether the work done by the course participants had been accepted.

4. Whether the course was useful and worth the effort and time.

[

Whether the work of the course participants was still secretarial work,

6.  Whether the course participants had problems and obstacles in their secretarial work.

It was found that.

1. Personal status of the questionnaire respondents

Most of the respondents (91.16%) were female and 8.84 percent were male. The age range of
most respondents (47.22%) were 31-45 years old and 31.25 percent of them were in the age range of 26-
30 years old. Regarding their educational levels, 55.44 percent had a bachelor’s degree or higher and
3525 percent had an associate degree or equivalent. Most of the respondents (64.65%) were officials
attached to different faculties and 24.14 percent were attached to centers and offices. Forty-six point six
four percent had been with their workplace for 5 vears or more and 33.07 percent were with their

workplace from 6 1o 10 vears.

2. Application of the knowledge gained from the training

Most of the respondents (92.47%) had applied the knowledge gained from the training to their
work.  Sixty-five pomi eight five percent of the respondents” administrators and 42.86 percemt of their
colleagues thought that the course participants applied the knowledge gained from the training to their

work.

3. Results of their work after the training

3.1 Mostof the course participants (85.72%) stated that their work had been improved.



.2 Seventy-four pomlt seven five percent of their administrators stated that the work of the

(]

course participants had been improved.
3.3 Most of the course participants’ colleagues (78 45%) stated that the work of the course
participants had been improved,

LY

4. Acceptance of work

Most of the course participants (99.12%) thought that their work had been accepted by both their

administraters and colleagues and 100% thought that their work had been accepted by their subordinates.

5. Usefulness of the course
Most of the course participants (64.52%) stated that the training was useful and worth it. Al

topics were useful and couid be applied to their work.

6. The present work of the course participants
Most of the course participants (89.12%) were sull responsible for secretarial work and 10.8%

pereent were no longer responsible for secretarial work,

7. Problems and obstacles in secretarial work

7.1 Problems for course participants

It was found that 72.46 percent of the course participants did not have problems in their work and
27.54 pereent had problems which could be classified as follows:

7.1.1  Personnel problems. The problems included insufficient number of personnel,
their carelessness, irresponsibility, and lack of understanding and skills needed
for their work. They felt that they lacked freedom in their work.

7.1.2  Problems caused by administrators. Administrators did not undersiand
secretarial work, did not allow enough freedom and were not fair to their
subordinates, elc.

7.1.3  Problems in the work system. These problems inchuded the systems of filing and
destroying outdated documents; delay in document circulation due to many steps

in the process, excessive number documents, efc,
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Problems in materials and equipment.  Matertals and equipment were 10l

sufficient, no rooms o keep documents, ete.

7.2 Problems for admintsirators -

Regarding the administrators’ opinions, 53.65% stated that there werc problems and

-

46.35 percent stated that there were no problems.

The problems and obstacles could be classified as foliows:

7.2.1

-1
lt'\J
[y

=1
i
[P ]

Personnel problems.  These problems were, for example, personnel were not
accurale 1n regulations and procedure concerning their work. Some of them
were not very responsible, did not work to their fuli capacitv, lacked skills
needed for their work, were not very cooperative, did not know their role, did
not truly understand their work, ete.

Problems in the work system. These problems included the systems of filing.
destroying outdated documents, coordinating; and the methods and procedure,
etc.

Problems in office equipment. These included insufficient number of
compulers, obsolelz equipment, crc.

Problems caused by administrators. Some of them did not pay enough atiention

or did not consider secretarial work very important.

8. Training in the future

Most of the course participants (68.94%) and the administrators (85.19%) wanted the university

o arrange more training courses n the future to give the course participants a review and

addiional knowledge In secretarial work.
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