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Abstract. 
 The aim of this study was to find the proper guideline for job evaluation of supporting staff in the 

Faculty of Science and Technology to get a higher position. The understanding of supporting staff in preparation 
of documents for job evaluation was determined. Furthermore, the study investigated the problems and 
obstacles of supporting staff faced during self-evaluation. 

 In this research 27 supporting staffs of the Faculty of Science and Technology participated. The study 
revealed that supporting staff understanding of job evaluations documents and forms were at a moderate level. 
Additionally, the important problem of job evaluations was in preparing and fulfilling the evaluation forms. 
This problem was revealed at a high level. However, overall understanding of job evaluations was at an 
acceptable level. Also, the study showed that new staff had problems and couldn’t understand the process. 

 In conclusion, the result of this study suggests that firstly, it is better that we have yearly evaluation 
of this process. Secondly, to help new staff and others it is better that faculty provides assistance as the advisor 
group. Thirdly, the faculty should prepare guidelines to correctly fill in self-evaluation forms and documents 
for supporting staff. 
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Introduction 

 Suan Sunandha Rajabhat University is a public higher education institution which has the mission as 
producing graduates emphasizing local knowledge, teacher education, research, academic service and Social 
affairs and culture. Suan Sunandha Rajabhat University has a Human Resource Development Plan because 
human resources are important factor in the university or the organization. Therefore, human resource 
development is an important key to conduct the mission of university follow sustainable development strategy 
and to reach the goals success of the department and the university. The human development of academic staff 
and academic supporting staffs is an important part to bring the university towards its vision. 

 Advanced state of life that no other appliance is capable of. Computers can process data with 
accuracy and at a high level of competency, so it can be used in any work to increase work efficiency. To make 
the most of the computer, users need to have several skills, such as typing skills, mouse usage skills, program 
application skills, data management skills, data retrieving skills, the ability to use the internet, etc. These skills 
need to be trained for proper computer utilization. (Meethongjan & Tachpetpaiboon, 2015). 

 Entering the position of expert/specialist level It is a path for academic support personnel to advance 
to a higher position where all personnel aim to develop their work to reach that level. The process for entering 
the position must be conducted transparently and in accordance with the Announcement of Suan Sunandha 
Rajabhat University on qualifications, criteria and methods for promoting university staff to higher positions. 
from the sample group used to promote and develop for university personnel Have a deep understanding of the 
process and procedures for reaching a higher position efficiently, 

 The university has processes and procedures and methods for writing documents requesting work 
for higher ranks. Executives must be able to understand the needs of people in the organization. and blending 
those needs with the goals of the organization At the same time, it can also make people satisfied with their 
enthusiasm to achieve the organization's goals. 

 University administrators and staff can eliminate the hassle of getting promoted and can create the 
satisfaction that makes the job a success. quickly and efficiently Regardless of the factors and obstacles that 
come from any cause cooperation and confidence in the organization will make the work most efficient with 
willingness and have a good feeling that they are part of the organization. (Butsara, 2018) 

 Therefore, the researcher, as human resource officer focuses on the important of human development 
which is the policy of university. This research aims to write appraisal guidelines for getting a higher position. 

 So far, there were 3 types of academic supporting staff in Faculty of Science and Technology. Three 
persons get higher position, 4 persons under the process and the rest are not start the process of applying. 
Therefor this study will find the problems and obstacles for getting a higher position. 

 In this regard, this study collected problems, obstacles, opinions form this research and would 
analyze the cause of problem. Then develop guidelines for writing appraisals to get higher position effectively. 
Finally, the results of this study will be used to further effective work. 
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Objectives of the research
1) To study the level of comprehension of academic support personnel of the Faculty ofScience and

Technology in preparing documents for the preparation of work evaluation.
2) To find the problems and obstacles in the preparation of job evaluation documents ofacademic

supporting staff of Faculty of Science and Technology.

Scope of study
participation samples

For this study 27 academic supporting staff of Faculty of Science and Technology wereparticipated.

Content Scope
The objectives of this study were to know the level of understanding of academic supporting staff of

the Faculty of Science and Technology for preparing the documents for gettinghigher positions, to know the
problems in preparing documents for getting higher positions and to3reate Human Resource Development
guidelines for Faculty of Science and Technology staffs.

Expected Benefits
1) To know the level of understanding of academic supporting staff of the Faculty ofScience and

Technology in preparing documents of work evaluations.
2 ) To know the problems and obstacles in the preparation of work evaluation documentsof academic

supporting staff of the Faculty of Science and Technology.

Figure 1: conceptual framework

Initial variable Dependent variable

Problems and obstacles 
in the preparation of 

documents

understanding
1. Procedures and methods for writing a job appraisal
2. Guidelines for writing works to enter a higher position 

Evaluation Writing Guidelines in making
contributions to enter a higher position 
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T H E L E V E L O F U N D E R S T A N D I N G I N T H E P R O C E S S O F E N T E R I N G T O 
A H I G H E R P O S I T I O N 

The news information is complete / complete.
Information is accurate and reliable.
The received information can be used effectively.
News information can be verified that it comes from the correct reference source.

Method
Conducting quantitative and qualitative research. The sample group are academicsupporting staffs

of Faculty of Science and Technology Suan Sunandha Rajabhat University
The research tool was questionnaire check list, open-ended questionnaires, and ratingscales

questionnaires with 5-point scoring criteria (Puangrat, 2000).

Results

Table 1: Shows the mean and standard deviation of the level of understanding of the procedureand how
to enter a higher position.

An overview of the level of comprehension of the process and
how to enter a higher position. Mean

( )

S.D.

1. Understanding of getting to a higher position 3.34 0.70
2. Understanding of the steps taken to advance to a higher position 3.26 1.16
3. An understanding of how to enter a higher position 3.17 1.15
4. Understanding of ways to get a higher position 3.12 1.16
total 3.22 1.04

Figure 2: The level of understanding in the process of entering to a higher position

4 37 35 35
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SATISFACTION LEVEL ON REC EIVING INFO RM ATIO N 

Channels for knowing current news and information are convenient and easy to access.

Personnel can download information to keep.

Personnel can access information at all times.

Figure 3: Satisfaction level on receiving information

Figure 4: The level of understanding in the process of entering to a higher position

Information is up-to-date (Update) all the time.

Personnel can receive information immediately.

Personnel have quick access to information.
Useful news and information can be delivered quickly.
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There are a number of channels for knowing information in many ways.
Facebook is the most accessible communication channel.
E-Office is the most accessible communication channel. 

Figure 5: The level of understanding in the process of getting to a higher position

Figure 6: Satisfaction of the accuracy of information

understanding of writing principles

understanding of how to write works 

Understanding the correctness of content in writing works
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The news information is complete / complete.

Information is accurate and reliable.

The received information can be used effectively.

News information can be verified that it comes from the correct reference source.

Figure 7: Satisfaction of the principles of writing

Figure: 8 The understanding level of accuracy of content in writing

CONTENT IN WRITING
1. Channels for knowing current news and information are convenient and easy to access.

2. Personnel can download information to keep.

3. Personnel can access information at all times.
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SUB MITTING

Information is up-to-date (Update) all the time.
Personnel can receive information immediately.
Personnel have quick access to information.
Useful news and information can be delivered quickly. 

Figure 9: The understanding level of writing and submitting.

Conclusion
1. Understanding of procedures and methods for getting higher position of staffs was moderate level

when considering each factor, most of staff satified the accuracy of information. Itis indicating that the 
information of human resource unit is correct. However, the information received from colleagues is the least 
accurate. It showed that communication between person is important in order to receive correct information.

2. For the understanding level of job evaluation writing to enter higher position of personnel, there
were many ways which are convenient and easy to receive information. It showedthat channels for obtaining 
information that are currently available are convenient for staffs. However,

disseminating information in all channels of personnel was at lowest level. Thus, it should have further
study about the source of problem and the solution for improvement.

3. The level of understanding in the process of getting a higher position was moderate, indicating
that personnel do not understand due to the lack of knowledge about procedures.
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