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ABSTRACT
Nowadays, executives give more importance to the office work and accept
that office work is important on the growth of the organization as the one of brain
parts of the organization. If each organization has a good and easy office system
plan to control, it is a successful organization of operations. The modern
administration tries to find the best way to use in the office work. But the office
work has the nature of work to be involved in various tasks in the organization. The

style of office is always changing. The office is an important unit in an organization.
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Therefore, the office administrators must be knowledgeable, competent,
experienced and able to administer the office, and control various activities of the
office to achieve goals. Executives should be aware of the importance of leadership
in the modern office administration for improving the office work more effectively.
The article on leadership of modern office administration describes; (1) the
leadership role in administration, (2) the objectives of the office work, (3) the
importance of the office work, (4) the goal of the office work, (5) the administraton
of the office work, and (6) guidelines of the modern office administration.

Keywords : Leadership, Modern Office Administration
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1. nMsusmslaedainguszasd (Management by Objective : MBO)

2. AIUTMIINSRAIUTIN (Participative Management : PM)
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ATUIMITNULUUNITEAY (Management by walking around : MBWA)
ﬂ’liu%mimuiimaﬁ'qu%‘ (Results Based Management : RBM)
MsWmLIyAa1ng ilolfiuuszananlunisyineu (Situation  Objective
Strategy : SOS)

6. NITUIMITUUU (Key Performance Indicators : KPI)
A13UIN5a7 (Time Management : TM)
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