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Abstract

The objectives of this research were to study the competency levels of the
executive secretaries of Suan Dusit Rajabhat University and compare their competencies
categorized by personal data, as well as to develop guidelines for the development of
secretaries’ competency to operate a learning organization. The population of this
research were 84 secretaries of the administrators of Suan Dusit Rajabhat University. The
instrument used for collecting the data was a set of questionnaires designed for this
research. The Croanbach’s alpha confidence of this questionnaire was .9793. The statistics

used for analysis were percentages, means, and standard deviations.

Competency of the Executive Secretary, SDU Res. J. 10 (2): May-Aug 2014
Suan Dusit Rajabhat University to Become a Learning Organization



The results from the research indicated the following :

1. The majority of the secretaries (or 78.57% of the population) were female.
47.62% were younger than 30 years old. The majority of the secretaries (64.29%) were
single, and 71.43% had a Bachelor’s degree. Additionally, 44.05% of all the population had
1-3 years of work experience.

2. Concerning the secretaries’ competencies in operating Suan Dusit Rajabhat
University as a learning organization, the overall competency was at a high level.
Considering each aspect, it was found that the highest level of competencies were
communication and leadership skills, followed by service minds, decision making, and
coordination, respectively.

3. The comparison of the secretaries’ competencies with different personal data
found that female secretaries’ competencies, in all aspects, were higher than those of the
male secretaries. Concerning the comparison by categories, it was found that the aspects
that received the lowest mean from the female secretaries were coordination, followed
by decision making. It was also found that the secretaries whose ages were between 41-50
years had higher levels of competencies than the others. The group with the lowest mean
was the secretaries whose ages were not more than 30 years. Furthermore, divorced,
widowed, and separated secretaries had higher competency levels than the married or
single ones. Concerning education level, the secretaries whose educational background
was higher than a Bachelor’s degree tended to have higher competencies. The secretaries
with work experience in excess of 6 years had the highest competencies, whilst those
whose work experience was less than 1 year had the lowest means.

4. Concerning the guidelines for the development of secretaries’ competencies, it
was suggested that the theories of knowledge management be implemented in order to
create learning and disseminate knowledge by exchanging, sharing and transferring
knowledge through various techniques, such as training, seminar, coaching, self-directed
learning, and transferring knowledge through computer networks. These actions could lead

to the effectiveness and the improvement of the entire efficiency of the organization.

Keywords : learning organization, Suan Dusit Rajabhat University, performance of the

executive secretaries
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