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Abstract 

 The objectives of this study were : 1) to examine problem states and needs of giving service 

of correspondence and records work offered by the Student Affairs Division, Kasetsart University, 

Chalermprakiat Sakon Nakhon Province Campus, 2) to create strategies for developing correspondence 

and records work, and 3) to assess satisfaction of receivers of service in correspondence and records 

work from implementation of the strategies. The study was conducted using 4 steps: 1) examination 

of problem states and needs of giving service of correspondence and records work using a structured 

questionnaire, 2) creating development strategies based on a participatory workshop 3) implementation of 

development strategies and assessment of their implementation using a structured interview and 

questionnaire for assessing satisfaction of giving service in correspondence and records work, and 4) 

dissemination of development strategies through the manual of practice to the work units both inside 

and outside of the Kasetsart University, Chalermprakiat Sakon Nakhon Province Campus, and through 

the public relations on a website. 

 Findings of this study were as follows: 

  1. The service giving lacked clarity in the step and process of operating correspondence and 

records work so that work practice was not systematic. That is because there was no manual 
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available for giving service and practice in correspondence and records work and the service receivers 

felt inconvenient in contacting service givers because of no spot available for introducing service giving 

and clear steps for receiving service.  Thus, a strategic plan for the development of service in 

correspondence and records work by the Student Affairs Division, Kasetsart University, 

Chalermphrakiat Sakon Nakhon Province Campus should be determined to make it more efficient. 

  2. There were two strategies for developing correspondence and records work of the Student 

Affairs Division, Kasetsart University, Chalerm Phrakiat Sakon Nakhon Province Campus: strategy 1 for 

development of a step and process of which a standard time frame to finish work was determined 

clearly and systematically, and strategy 2 for development of a student service center for a fast and 

convenient service. 

  3. After implementation of the strategies for developing correspondence and  records work, it 

was found as follows: 1) The receivers of service in correspondence and records work felt more 

convenient to get service because the clearly set standard time frame to spend for each step and 

process of performing a job was available. The officer’s service providing could not only give 

information, convenience, coordination, counseling, and advice promptly but also give the way to be 

adopted for development of correspondence and records work in any faculty, office, institution, 

students’ activity organization and work units outside. However, strategies as such need to be 

continuously analyzed concerning problems and barriers in performing a job in order that they would 

be more efficiently implemented. 2) The receivers of service were satisfied with service giving in 

correspondence and records work as a whole and each aspect at the high level. 
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