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ABSTRACT

Critical success factors are the elements that are necessary for an organization to achieve its missions and
goals. These factors must be apprehended to create required activities for ensuring the success of one or more desirable
business goals. Key management factors and success of office management in many Universities of Thailand is often
undermined by many management levels. Key management factors and success of office management, therefore, can
be implemented by supervisors or directors of higher education organizations. It is imperative that for supervisors and
directors to comprehend the understanding of modern key management factors of success and office management.
The aim of this study was to identify key management factors and success of office management in various
organizations from the perspectives of supervisors or directors as well as from the perspectives of academics. This
research study was done by using mainly with quantitative research method. A total of 75 supervisors and directors
of various offices, and departments were interviewed by using Likert scale questionnaire. In addition, a total of 75
academics was also interviewed by the same set of questionnaire. SPSS statistics program was utilized to gain data
analysis. Mean and standard deviation were used for the purposes of statistical analysis. The findings can be reported
that it was important to understand the three steps of determining key success of management factors. First is to pull
together the team that will be working by using brainstorming. Second is to have both managers and staff share ideas
and feedback of the current situation. Third is to conclude the key elements of the short-term and long-term goals.
From the perspectives of supervisors and directors, it found that people skill factor, communication factor, teamwork
factor, and leadership factor were the top four key management factors. However, from the perspectives of academics,
reward factor, communication factor, people skill factor, and working condition factors were the top four key
management factors.
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Introduction

Office manager is often called an administrative service manager and responsible for a
diverse set of administrative task assignment and job duties. They essentially ensure the smooth
running of an office on a day-to-day operation. One of the most important roles of the office
manager in the higher education organizations is to set direction for his or her team and coordinate
resources to meet with the university organization goals as well as to navigate the office to complex
of competitive world. In fact, the higher level of management and the staff in the office of the
manger often have different expectations for what the office manager should accomplish as a
manager. It is important to strive to be the best in both perspectives. The higher level of
management may expect the office manager to be good in planning and resources management,
supporting organization goals, meet the target assignment, managing, and solving everyday
problems, and be responsible and accountable for your office. On the other hand, the staff in the
office manager may expect the manager to lead the office staff team, be able to organize and
manage everyday problems, assign the resources as well as job assignment, and facilitate the needs
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of the team to be success. To become an effective manager, it isn’t just a name or title but how to
use your knowledge, skill, power, and authority to get the job done with less time and less
resources. As an office manager, one must be a contributor to the team and to the organization.
Being an office manager is one of the most significant experiences in the professional life. It is an
exciting opportunity that comes with challenges, too. However, to stand out from other office
managers, one needs to understand the nature of being success in office manager and prepare
oneself for the changes and stress that can accompany with the intense growth.

In theory, office managers have formal authority to make decisions, allocate proper
resources, and direct office staff. Therefore, the job should be easy. However, in everyday of
reality, the fact is office staff don’t commit to perform the tasks the best as they can just because
the office manager tells them to do so.

Fig 1. Five important skills for effective Office Manager
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Research Methodology

The purposes of this study were to identify key management factors and success of office
management in various organizations from the perspectives of supervisors or directors as well as
from the perspectives of academics. In other words, the study is in search of the vital and necessary
skills for an effective higher education office manager. This research study was conducted by
utilizing mainly with quantitative research method. A total of 75 supervisors and directors of
various offices, and departments in the campus of Suan Sunandha Rajabhat University were
interviewed and collect important data by using Likert scale questionnaire. In addition, a total of
75 academics was also interviewed by the same set of Likert scale questionnaire. SPSS statistics
program was utilized to obtain the findings. Mean and standard deviation were used for the
purposes of statistical analysis. The test of validity and reliability were performed to ensure this
research have passed the basic requirement.

Findings

TABLE 1. IMPORTANCE OF FACTORS OF BETTER OFFICE MANAGERS
Mean S.D. Rank

Factors

1. Communication Skills 3.87 0.854 1
2. People Skills 3.73 0.881 2
3. Organizing skills 3.45 0.792 3
4. Problem solving Skills 3.22 0.673 4
5. Leadership Skills 3.12 0.811 5

From the table 1, the findings reveal that there are five important skills required to be an
effective higher education office manager of the campus of Suan Sunandha Rajabht University,
Bangkok, Thailand. First, “Communication skills” was rated as number one with the mean of 3.87
and standard deviation of 0.854. Second, “People skills” was rated as number two with the mean
of 3.73 and standard deviation of 0.881. Third, “Organizing skills” was rated as number three with
the mean of 3.45 and standard deviation of 0.792. Fourth, “Problem solving skills” was rated as
number four with the mean of 3.22 and standard deviation of 0.673. Finally, Fifth, “Leardership
skills” was rated as number five with the mean of 3.12 and standard deviation of 0.811.

Suggestions

From the study, it found that there are five important skills of effective higher education
office manager in the campus of Suan Sunandha Rajabhat University. The suggestions from this
study is to focus on expanding these skill factors to be an effective office manager of the higher
education office. First is to have communication skills. It is important to sharpen the use
communication skills with the management level and staff level and to both faculty member, staff
members, and students. Second is to have problem solving skills. It is important to solve everyday
problems with discreating and fair according to the rules and the books. Third is to have organizing
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skill and business acumen skills. It is important to be able to allocate resources effectively to the
high priority tasks and assignments to meet the goals and objectives of the office and the
organization. Fourth is to work on to enhancing people skills. It is important to have these skills
because the basic job is to work with human being both of own staff and customers. High people
skills often make the job accomplished faster and easier. Finally, it is to practice to perfect of the
leadership skill. Leadership skill is required to be a better office manager due to the fact that it is
vital to have strong leadership to setting direction, aligning people, and providing motivation
effectively.
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