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Abstract

Development of occupation standard for office technology is a mechanic to manpower development to
be consistent to the demand of labor market standard. The objective of this study was to develop
occupation standard for office technology. The research was descriptive method and divided the
implementation into 2 stages: stage 1 was study in occupation standard in the field of office technology. The
target populations were 10 chief executives of business organizations and 5 vocational education teachers.
The data collection tool was interview structure in regard to the office technology occupation characteristics
in accordance with function analysis method guideline. The data derived from interview used content
analysis; stage 2 was inspection of occupation standard in the field of office technology. The populations
were personnel relating to office tasks of the company which was certified by I1SO 9000, 9001 standards of
Thai Industrial Standards Institute : TISI., comprised of 121 persons. The questionnaire is required. The data

was analyzed by median and interquartile range.
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The results indicated that the name of occupation was “Occupation Standard for Office Technology”

consisted of 4 functions, i.e., 1. Managing documents, consisted of 3 sub-functions 2. Supporting organization

administration, consisted of 5 sub-functions 3. Communication and public relations, consisted of 3 sub-

functions: and 4. Managing supply and equipment, consisted of 2 sub-functions. The recommendations

obtained from the research were establishments could employ occupation standard for office technology for

the consideration in performance evaluation of personnel in unit or defining capability of recruitment. The

vocational education institute should use the developed occupation standard for office technology to be a

guideline for improving competency based curriculum in management of instruction to produce manpower

which their performance actually meets the labor market requirement.

Keywords : Occupation Standard, Office technology, Occupation competency, Competency Standard, Office work
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