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ABSTRACT

The objectives of this research were 1)toinvestigate conditions and
problems on secretarialoperationsat SavannakhetTeacher Training College in the Lao
People’s Democratic Republic, 2) to establish the guidelines for developing secretarial
personnel, and 3) to follow up the potential development of secretarial personnel. The
target group involved 54 participants including the researcher and ten co-researchers
working in secretarial positions atSavannakhetTeacher Training College.The 43
informants included10 Heads of Departments and 43 Unit Heads. This action research
employed the two spirals of four phases of planning, action, observation, and
reflection. The instruments used in this researchwere a handbook for secretaries, a
questionnaire, a test, an observation form, an interview form, an internal supervision
form, an evaluation form, a satisfaction assessment form and meeting records. The
statistics used for data analysis were frequency, percentage, mean, standard deviation
and the percentage pointprogress.

The findings were as follows:
1. The conditions and problems on the potential development of
secretarial personnel at SavannakhetTeacher Training College in the Lao People’s

Democratic Republic revealed that:



1.1 In terms of conditions, secretarial operations as a whole were at
a moderate level.

1.2 The problems on secretarial operations as a whole wereat a high
level.

2. The proposed gquidelines for potential development of secretarial
personnel involved three means: 1) a training workshop, 2) a study tour, and 3) an
internal supervision.

3. The effects afterthe intervention found that:

3.1 After the training workshop, theco-researchers gained better
knowledge and understanding on secretarial work of 42 percent.

3.2 After the study tour concerningpersondlity-enhancement,
communication techniques, the guidelines for secretarial operations, and secretarialtask
performances, the ten co-researchers obtained betterunderstanding on self and
professionalperformances and knowledge on techniques and approaches to effective
secretarial work at the highest level.

3.3 The results based on the internal supervision revealed that:
The ten co-researchersgained better knowledge, understanding and skills on
secretarial work andwere able to perform taskseffectively. This can be concluded that
theaction research for potential development of secretarial personnel at Savannakhet
Teacher Training. College in the Lao People’s Democratic Republic, helped co-
researchers improve individual potential secretarial work effectively. As a result, all

parties concerned satisfied with the performance of the secretarial personnel.
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