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 éšü÷ÙèąîĉêĉýćÿêøŤǰöĀćüĉì÷ćúĆ÷íøøöýćÿêøŤǰöĊÙüćöðøąÿÜÙŤÝąøĆïÿöĆÙøĀĆüĀîšćÜćî

ïøĉÖćøÖćøýċÖþćǰĀúĆÖÿĎêøîĉêĉýćÿêøïĆèæĉêǰõćÙïĆèæĉê ǰÙèąîĉêĉýćÿêøŤǰöĀćüĉì÷ćúĆ÷íøøöýćÿêøŤǰ

ðäĉïĆêĉÜćîðøąÝĞćÙèąîĉêĉýćÿêøŤǰìŠćóøąÝĆîìøŤǰéĆÜöĊøć÷úąđĂĊ÷ééĆÜîĊĚ 

 Ģ� êĞćĒĀîŠÜìĊęøĆïÿöĆÙø 

  ĀĆüĀîšćÜćîïøĉÖćøÖćøýċÖþćǰĀúĆÖÿĎêøîĉêĉýćÿêøïĆèæĉêǰõćÙïĆèæĉê ĢǰǰǰĂĆêøć 

  ïìïćìĒúąĀîšćìĊęÙüćöøĆïñĉéßĂï 

  - ÖĞćÖĆïéĎĒúÜćîéšćîÖćøÝĆéÖćøđøĊ÷îÖćøÿĂîĒúąÖĉÝÖøøöîĆÖýċÖþćǰ	ìĆĚÜøĎðĒïïĔî

ÙèąĄǰĒúąøĎðĒïïĂĂîĕúîŤ
ǰÖĞćÖĆïéĎĒúÜćîøĆïđ×šćǰÖćøüĆéñúǰÜćîìčîÖćøýċÖþćǰÜćîéšćîÙĞćøšĂÜ×ĂÜîĆÖýċÖþćǰ

ÜćîðøąđöĉîñúÖćøđøĊ÷îÖćøÿĂîǰÜćîéšćîðøąßćÿĆöóĆîíŤ×ŠćüÿćøêŠćÜǰėǰÜćîÿîĆïÿîčîéšćîđìÙēîēú÷Ċ

ÿćøÿîđìýǰÜćîĔĀšÙĞćðøċÖþćĒÖŠîĆÖýċÖþćǰĒúąÜćîÖĉÝÖøøöēÙøÜÖćøêŠćÜǰėǰ×ĂÜîĆÖýċÖþć 

  - ÜćîéšćîÖćøðøąÖĆîÙčèõćóÖćøýċÖþć×ĂÜĀúĆÖÿĎêø 

  - ÜćîĂČęîǰėǰêćöìĊęĕéšøĆïöĂïĀöć÷ 

  	øć÷úąđĂĊ÷éêćöđĂÖÿćøĒîïìšć÷ðøąÖćýĄ
 

 

 ģ� ÙŠćêĂïĒìîðøąÝĞćêĞćĒĀîŠÜǰĒúąÙŠćêĂïĒìîĂČęîǰė 

  ģ�Ģ ÙŠćêĂïĒìîðøąÝĞćêĞćĒĀîŠÜǰħĦġġǰïćì 

  ģ�ģ ÙŠćĔßšïøĉÖćøēìøýĆóìŤđÙúČęĂîìĊęǰĩġġǰïćì 

 

 Ĥ� ÙčèÿöïĆêĉ×ĂÜñĎšÿöĆÙø 

  Ĥ�Ģ đðŨîóîĆÖÜćîöĀćüĉì÷ćúĆ÷ǰÿĆÜÖĆéÙèąîĉêĉýćÿêøŤǰĀøČĂóîĆÖÜćîöĀćüĉì÷ćúĆ÷ǰ 

	ÙèąîĉêĉýćÿêøŤ
 

  Ĥ�ģ ðäĉïĆêĉ ÜćîĔîÙèąîĉêĉý ćÿ êøŤöćĒúšüĕöŠîšĂ÷ÖüŠćǰĤǰðŘǰ	îĆï øüöøą÷ąđüú ć

ðäĉïĆêĉÜćîêŠĂđîČęĂÜǰēé÷ĕöŠÝĞćÖĆéðøąđõìÖćøÝšćÜ
 

  Ĥ�Ĥ Ăć÷čĕöŠîšĂ÷ÖüŠćǰģĦǰðŘǰ	îĆïëċÜüĆîðŗéøĆïÿöĆÙø
 

  Ĥ�ĥ öĊñúÖćøóĉÝćøèćÙüćöéĊÙüćößĂïĔîøąéĆïéĊöćÖ×ċĚîĕðǰêĉéêŠĂÖĆîǰĤǰðŘ 

  Ĥ�Ħ öĊÙüćöøĎšĒúąìĆÖþąĔîÖćøïøĉĀćøÝĆéÖćøéšćîïčÙúćÖø 



  

  Ĥ�ħ đðŨîñĎšöĊÙüćöøĆïñĉéßĂïÿĎÜǰöĊÙüćööčŠÜöĆęîĒúąìčŠöđìĔîÜćîǰöĊõćüąÙüćöđðŨîñĎšîĞć

ĒúąöĊÙüćöÿćöćøëĔîÖćøĒÖšĕ×ðŦâĀćĕéšéĊ 

  Ĥ�Ĩ öĊìĆÖþąĔîÖćøÿČęĂÿćøìĊęéĊǰöĊÙüćöÙĉéøĉđøĉęöÿøšćÜÿøøÙŤǰĒúąöĊÙüćöÿćöćøëĔîÖćø

üćÜĒñîÖćøìĞćÜćîĂ÷ŠćÜđðŨîøąïï 

 

ǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰǰĥ� ÖćøøĆïÿöĆÙøđ×šćøĆïÖćøÙĆéđúČĂÖ 

  ñĎšðøąÿÜÙŤÝąÿöĆÙøđ×šćøĆïÖćøÙĆéđúČĂÖĔîêĞćĒĀîŠÜéĆÜ ÖúŠćüǰĔĀš÷ČęîĔïÿöĆÙøñŠćîĂĊđöúúŤǰ
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ġĩģǰġĦĪǰĥĪĪħǰóøšĂöĀúĆÖåćîǰéĆÜêŠĂĕðîĊĚ 

  ĥ�Ģ ĔïÿöĆÙøêćöđĂÖÿćøĒîïìšć÷×ĂÜðøąÖćýĄǰ 

  ĥ�ģ ÿĞćđîćĀúĆÖåćîĒÿéÜñúÖćøýċÖþćǰĒúąøć÷úąđĂĊ÷éñúÖćøýċÖþćǰĢǰÞïĆï 

  ĥ�Ĥ øĎðëŠć÷ĀîšćêøÜĕöŠÿüöĀöüÖĒúąĕöŠĔÿŠĒüŠîêćÿĊéĞćǰĒêŠÜÖć÷ÿčõćóǰ×îćéǰĢǰîĉĚüǰ

ĀøČĂǰģǰîĉĚüǰëŠć÷öćĒúšüĕöŠđÖĉîǰĢǰðŘǰÝĞćîüîǰĢǰøĎð 

  ĥ�ĥ ðøąüĆêĉÿŠüîêĆüóøšĂöðøąüĆêĉÖćøìĞćÜćîǰÝĞćîüîǰĢǰßčé  

  ĥ�Ħ ×šĂđÿîĂēÙøÜÖćøóĆçîćÜćîïøĉÖćøÖćøýċÖ þćǰĀúĆÖ ÿĎêøîĉêĉýćÿêøïĆèæĉ êǰ 

õćÙïĆèæĉêǰÙèąîĉêĉýćÿêøŤǰìŠćóøąÝĆîìøŤǰÝĞćîüîǰĢġǰıǰĢĦǰĀîšćÖøąéćþǰAĥ óĉöóŤéšü÷êĆüĂĆÖþø TH Sarabun 
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

°��r�¦ � ��³�·� ·«µ�¦r� 

¤®µª ·�¥µ¨¥́�¦¦¤«µ�¦r 

®�nª¥�µ���nª��µ� � �µ��¦ ·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦

�·� ·«µ�¦��́� ·��£µ���́� ·� 

�ÎµÂ®�n����¨µ�� � ®ª́®�oµ�µ��¦ ·�µ¦�µ¦«¹�¬µ� ®¨�́¼�¦

�·� ·«µ�¦��́� ·��£µ���́� ·� 

�ºÉ° �  

�ÎµÂ®�n�����³²�      
 

�¼o��́�´���́�µÃ�¥�¦���®´ª®�oµ� �¼oÄ�o��́�´���́�µÃ�¥�¦���¨¼��o°�� 

�ÎµÂ®�n��� �Îµ�ª��

���� 

�ÎµÂ®�n��� �Îµ�ª��

���� 

 Á¨�µ�»�µ¦��³�·� ·«µ�¦r 1  Á�oµ®�oµ�¸É�¦ ·�µ¦�µ¦«¹�¬µ � 

    �»��¨£µ¥�°��nª¥�µ� � 

      

�¼o��́�´���́�µÃ�¥°o°¤��®´ª®�oµ� �¼oÄ�o��́�´���́�µÃ�¥°o°¤��¨¼��o°�� 

�ÎµÂ®�n��� �Îµ�ª��

���� 

�ÎµÂ®�n��� �Îµ�ª��

���� 

      
 

�µ¦�· ��n°ºÉ°µ¦�°��ÎµÂ®�n��� 

®�nª¥�µ��nª��µ�£µ¥Ä�°��r�¦ Ä�Á¦ºÉ°�Á�̧É¥ª��́ 

1. �µ�ªµ�Â����¦³�´��»�£µ¡Â¨³
�ª��»¤£µ¥Ä� 

 �Îµn��o°¤¼¨�Â���µ�Â¨³���¦³¤µ� 

 �Îµn��o°¤¼¨�¦³�´��»�£µ¡�µ¦«¹�¬µ 

 �o°¤¼¨Â¨³�µ¦µ�Â���µ��µ¦�¦ª�°�£µ¥Ä� 

2. «¼�¥r�µ¦Á� ·����́�Â̧¨³¡́�»  �µ¦�°Â¨³Á�¨¸É¥�Â�¨����¦³¤µ� 

 �µ¦�¦³µ��µ��¸ÉÁ�¸É¥ª�o°���́Á°�µ¦¦�́��nµ¥Á� ·��Â¨³Á� ·�¥º¤ 

 �µ¦�¦³µ��µ��¸ÉÁ�¸É¥ª�o°���́Á°�µ¦�µ¦��́�¹���́� ̧

 �µ¦�°��́�ºÊ°���́�oµ��ª́�»Â¨³�¦»£�́�r 

3. �µ��¦ ·�µ¦�́�¤  �µ¦¦nª¤��́�·��¦¦¤Â¨³�µ��¸É 
  
 

�¦·¬�́�®�nª¥�µ�£µ¥�°�°��r�¦� 

�� ´ Ê�£µ�¦�́Â¨³Á°���� 

Ä�Á¦ºÉ°�Á�̧É¥ª��́ 

1. �¦ ·�µ¦�µ¦«¹�¬µ�°�
¤®µª ·�¥µ¨¥́�¦¦¤«µ�¦r 

 ¦nª¤�¦³µ��µ�®¦ º°Á�È��¦¦¤�µ¦�¦�́�¦»�®¨�́¼�¦ 

2. �µ��³Á�¥̧��°�
¤®µª ·�¥µ¨¥́�¦¦¤«µ�¦r 

 ¦�́�¦µ��Ã¥�µ¥Â¨³¦³Á�¥̧��µ��³Á�¥̧��́�«¹�¬µ 

3. �µ¦�¦³�´��»�£µ¡�°��¡°�  ¦nª¤�¸ÊÂ���µ¦�¦ª�°��µ¦�¦³��́�»�£µ¡ 

  
  



 
����   

����������� 2�8  

®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

�»�¤��́· � ´ Ê��ÎÉµ�°��ÎµÂ®�n��� 

1���µ¦«¹�¬µ�´ Ê��ÎÉµ��¦³��µ¦�r�� y �¦ ·��µ�¦�̧®¦ º°Á�¥̧�Á�nµ 

 y �¦³��µ¦�r�0�3��̧��¹Ê�Å� 

  

2���ªµ¤¦¼o�����́¬³�Á�¡µ³�µ��� y �µ¦ºÉ°µ¦Á�ºÊ°��o���Basic Communication� 

 y � ·�Îµ�¹��oµ��¦ ·�µ¦��Service Mind� 

y ¤�»¬¥¤́¡�́�r��Human Relation Skill� 

y ��́¬³�oµ��°¤¡·ªÁ�°¦rÁ�ºÊ°��o���Computer Literacy� 

y �µ¦�¦ ·®µ¦Áª¨µÂ¨³�µ���Time & Work Management� 

y �ªµ¤¦¼oÁ¦ ºÉ°��ŝ��ŝS� 

y �ªµ¤¦¼oÁ¦ ºÉ°���¦³Á�¥̧��¸ÉÁ�¸É¥ª�o°�Ä��µ� 

y ��́¬³�µ¦��́�¦³Á�È��Â¨³��́�¹�¦µ¥�µ��µ¦�¦³�»¤ 

  

3���»� ·̈�¨�́¬�³���°»��· ¥́�� 1� �ªµ¤¦nª¤¤ º°�¦nª¤Ä�� 

�Cooperative� 

�� �ªµ¤�¥�́� 

�Diligent� 

 �� �ªµ¤�¦³� º°¦ º°¦o�� 

�Enthusiastic� 

4� �ªµ¤»�¦ ·�� 

�Integrity� 

 5� �ªµ¤�¦��n°Áª µ̈� 
�Punctual� 

6� �ªµ¤¤ª̧ ·�´¥ 
�Discipline� 

     

®¤µ¥Á®�»�����»�¤��́ ·�µ��ÎµÂ®�n�µ¤µ¦�Ä�o�¦³��µ¦�r�µ¦�Îµ�µ�µ¥�¦���Â��ª»� ·�µ¦«¹�¬µÅ�o�� 
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

I1��Functional Roles �100����µ¦Á¦¸¥��µ¦°� 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

1. �µ��¦·®µ¦� ´ ÉªÅ�Ä�®�nª¥�µ� 

 ��́�Îµ¦µ¥�µ�¦»��¨�µ¦��·��́ ·�µ��¦³�Îµ�»�Á� º°� 

3� 

2. �¦·®µ¦���¦³¤µ� 

 ��́�Îµ���¦³¤µ���®¨�́¼�¦����¦�̧ 
 �Îµn�®�nª¥�µ�ªµ�Â�� 
 

3� 

3. �µ��´��»��°��µ¦�¦³��́�»�£µ¡�µ¦«¹�¬µ 

 �Îµ�´��¼Â¨�µ¦Á�È�¦ª�¦ª¤�o°¤¼¨�µ¦�¦³��́�»�£µ¡�µ¦«¹�¬µ�µ¤Â���µ��°�

®�nª¥�µ��¨µ��Á¡ºÉ°�Îµ¦µ¥�µ��¦³Á¤ ·���Á°��°���³²��¦³��́®¨�́¼�¦�°��¤�°�3, 

5� 

��Á�oµÃ�¦��µ¦°�Â�n̈ ³ª ·�µ 
���³Â�� 

���o°¤¼¨�¼oÄ�o��́� ·� 

���µ¦°� 

���¦¦¤�µ¦�¦ ·®µ¦®¨�́¼�¦� 

 ¦nª¤�¦³�»¤Â¨³�¸ÊÂ���µ¦�¦³Á¤ ·��»�£µ¡�µ¦«¹�¬µ�µ��¤�°� 

 ¦nª¤�¦�́�¦»�Â�oÅ��µ¤�o°Á�°Â�³�°��¤�°��Á¡ ºÉ°�µ¦�¦ª�°��̧��́Å� 

 ��́Á�¦¥̧¤�o°¤¼¨�nµ�Ç�Á¡ºÉ°�°¦�́�µ¦�¦ª��¦³Á¤ ·��»�£µ¡£µ¥Ä��°�¤®µª ·�¥µ¨¥́ 
���¦ ·�µ¦�´�«¹�¬µ¦³��́�¦ ·��µ�¦ ̧

 

10� 

4. �µ��µ¦¦�́�´�«¹�¬µ 

 �Îµ�´��¼Â¨³�µ¦Á�·�¦�́¤�́¦°��nµ��µ�ÁªÈ�Å��rÂ¨oª¥ºÉ�Á°�µ¦�µ¤�o°�Îµ®�� 

 �¦ª�°�Á°�µ¦�o°¤¼̈ �´�«¹�¬µÄ®oÁ�È�Å��µ¤Á���r�¸É�Îµ®�� 
 

�� 
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

 �Îµ�´��¼Â¨�µ¦°�¦�́���¦£̧µ�¡·Á«¬ 

��� ·��n°Ã¦�¡·¤¡r�Ã�¥�´�®¤µ¥ª�́�Áª¨µÄ��µ¦�¨·��o°°� 

����́Â¥��¨»n¤�¼o¤�́¦�µ¤�¦³Á£��°��o°°��¸É�¼o¤�́¦Á̈ º°� 
����́®o°�°��Â¨³�¦³�µ«��́®o°�°�Ä®o�¼o¤�́¦�¦µ� 

�����́Á�¦¥̧¤�°��¦¦�»�¦³�µ¬�Îµ�°�Â¨³�¦³�µ¬�Îµ�µ¤ 

���ÎµÁ�·��µ¦°�Â¨³�¦³¤ª¨�¨°����o°°��¦�¥́Â¨³°�́�´¥� 

��¦ª�¦ª¤Â¨³¦»��³Â��Ä®o��³�¦¦¤�µ¦�¦ª�°��³Â��Á¡ºÉ°�¦ª�°��ªµ¤

�¼��o°�¦°�»��oµ¥ 

���¦³�µ«¦µ¥�ºÉ°�¼o�nµ��o°Á�¥̧�¤̧ ·�� · Í°�¤́£µ¬�r�µ��Website 

����́�µ��¸ÉÂ¨³�¦¦¤�µ¦¤́£µ¬�r�µ¤ª�́�́�®¤µ¥ 

���ÎµÁ�·��µ¦¤́£µ¬�rÂ ³̈¦ª�¦ª¤�³Â���µ��¦¦¤�µ¦ 
����́�Îµ�¦³�µ«¦µ¥�ºÉ°�¼o�nµ��µ¦¤́£µ¬�r�Â¨³¤̧ ·�� · ÍÁ�oµ«¹�¬µÂ�n ³̈®¨�́¼�¦ 

����́Á�¦¥̧¤Á°�µ¦�¹Ê��³Á�¥̧��´�«¹�¬µÄ®¤n 
 

��� 

5. �µ��¦·�µ¦�´�«¹�¬µ 

 �Îµ�´��¼Â¨�µ¦¦�́Á¦ ºÉ°�Â¨³�ÎµÁ�·��µ¦Â¨³�ÎµÁ�°�µ¦��́�µ¦Á¦ ºÉ°�Á�¸É¥ª�´�Ä��Îµ¦o°��Á�n��
�µ¦¨µ¡�́�̈ µ°°���µ¦�°� º�£µ¡�´�«¹�¬µ�Á�È��o�Á¡ ºÉ°Ä®o�¼o°Îµ�ª¥�µ¦®¨�́¼�¦�·� ·

«µ�¦��́� ·��£µ���́� ·��¦°������̧nµ¡¦³��́�¦r�Á¡ ºÉ°°�»¤�́ ·Â¨³�Îµn�Ä®o�´�

¤®µª ·�¥µ¨¥́�¦�́�¦»��¦³ª�́ · 

 �Îµ�´��¼Â¨�µ¦¦�́Á¦ ºÉ°�Â¨³�ÎµÁ�·��µ¦Â¨³�ÎµÁ�°�µ¦� ·��µ¤¦µ¥�ºÉ°�°��´�«¹�¬µ�¸É
¦Å̧�¦r�µ¤�¸ÉÂ�o�¤µ�µ�¤®µª ·�¥µ¨¥́�Á¡ ºÉ°� ·��µ¤Ä®o¨µ°°�®¦ º°�°��ºÉ°�Â¨³�¦�́Â�o�

�¦�́�¦»��³Á�¥̧��¦³ª�́ · 

 �Îµ�´��¼Â¨�µ�°°�Á°�µ¦¦�́¦°��µ¦Á�È��́�«¹�¬µ�Á¦¥̧��¦�®¨�́¼�¦�Á�¥̧�Á�°¦rÁ�È��r
Á�È�Á�¦��Â¨³�Îµ¦o°��°°�»�¦ ·��µ 

o ¦�́Á¦ ºÉ°�Â¨³�ÎµÁ�·��µ¦Ä�¦�́�Îµ¦o°��Á°�µ¦Â���Ä�¦µ¥�µ��¨�µ¦«¹�¬µ�µ¤Â���µ¦

«¹�¬µ 

o ¦�́Á¦ ºÉ°�Â¨³�ÎµÁ�·��µ¦®�´�º°¦�́¦°��nµ�Ç 

13� 

6. �µ�¨��³Á�¸¥��µ¦Á¦¥̧� 

 ªµ�Â���µ¦¨��³Á�¥̧��µ¦Á¦¥̧��¦³�Îµ£µ�Â¨³�̧�µ¦«¹�¬µ 
o Download ��·�·��µ¦«¹�¬µ�µ�¤®µª ·�¥µ¨¥́ 

o �Îµ�¨�°�¦µ¥�ºÉ°Â¨³ª ·�µ�¸ÉÁ�·�¤µ¨��µ¦µ�°��´ Ê��̧�µ¦«¹�¬µ 

o ��́�Îµ�o°¤¼¨°µ�µ¦¥r�¼o°���´�«¹�¬µ��Îµ�ª�®o°�Á¦¥̧���¨°����«́�¼��¦�r�¦³�Îµ

®o°�Á¦¥̧� 

 �Îµ�´��¼Â¨�µ¦¦�́¨��³Á�¥̧� 
o Á�·�¦³��¨��³Á�¥̧�Ä�ÁªÈ�Å��r�°�¤®µª ·�¥µ¨¥́ 

o �¦ª�°��¨�°��µ¦¨��³Á�¥̧� 

o � ·��µ¤�¼o�¸É¥�́�ÎµÁ�·��µ¦Å¤n¤�¼¦�r 

10� 



 
����   
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

7. �µ���́°� 

 ªµ�Â���µ��µ¦��́°� 

o �ÎµÁ�·��µ¦Á�¦¥̧¤�o°¤¼̈ �Á�n��®o°�°���Îµ�ª�°µ�µ¦¥r�¦³�Îµ�¸É��·��́ ·�µ�Ä��nª��µ¦
°���¦¦¤�µ¦�»¤°���¦¦¤�µ¦�°�°Îµ�ª¥�µ¦°���¦¦¤�µ¦¡·¤¡r�o°°� 

o ��́¡ ·¤¡r�µ¦µ���·��́ ·�µ�°��¦³�Îµ£µ�¦ª¤�»�®¨�́¼�¦� 

o �ÎµÁ�·��µ¦��́�¸É�´ É�°�Â¨³®o°�°��°��´�«¹�¬µ�µ¤Á� ºÉ°�Å��µ¦°� 

o ��́¡ ·¤¡r¦µ¥�ºÉ°�´�«¹�¬µÄ�Â�n ³̈®o°�°��Â¨³Ä�Á�È��ºÉ°�µ¦¤µ��·��́ ·�µ��°�

�¦¦¤�µ¦�»¤°� 

o��ÎµÁ�·��µ¦� ·���́°��¸É�°¦r��¦³�µ¤́¡�́�r 

 �Îµ®��Â���µ��µ¦�ÎµÁ�·��µ���́�Îµ�o°°� 
o � ·��µ¤�o°°��o����́�µ�°µ�µ¦¥r�¼o°°��o°°�Ä�Â�n̈ ³ª ·�µÄ®o�¦��oª� 

o ��́Á�¦¥̧¤�°��¦¦�»�¦³�µ¬�Îµ�°�Â¨³�¦³�µ¬�Îµ�µ¤�¡¦o°¤n�¤°��µ�Ä®o

�¦¦¤�µ¦�»¤°� 

 �Îµ�´��¼Â¨�µ¦�ÎµÁ�·��µ¦��́°��µ¤Â���µ� 
o �¼Â¨�ªµ¤Á¦¥̧�¦o°¥�°�®o°�°�Â ³̈�¦¦¤�µ¦�»¤°� 

o Â�o�́�®µÄ��¦�¸�¸É�´�«¹�¬µÁ�oµ®o°�°�µ¥®¦ º°Å¤n¤¦̧µ¥�ºÉ°�´�«¹�¬µ�µ¤��́°�

Â¨³�ÎµÁ�·��µ¦Â�o��¼o��́��́��́�µÁ¡ ºÉ°�ÎµÁ�·��µ¦Â�oÅ� 
o �¦ª��´��¦³�µ¬�Îµ�°�£µ¥®¨�́�µ¦°� 

o �Îµ�o°°�n�°µ�µ¦¥r�¼o°�¡¦o°¤Ä�Á�È��ºÉ°Â¨³¦�́� º� 

 � ·��µ¤�³Â���µ�°µ�µ¦¥r�¼o�¦ª��o°°��µ¤ª�́�́�®¤µ¥ 

 �¦ª�°��ªµ¤�¼��o°��°��µ¦��́�¹��³Â�� 

 ��́n��¨�°��µ¦��́�¹��³Â��Ä®o��́°µ�µ¦¥r�¼o�¦ª��o°°� 

 �¦�́�¦»��¨�°��µ¦��́�¹��³Â���µ¤�¸É°µ�µ¦¥r�¼o�¦ª��o°°�¡·�µ¦�µ 

 ¦ª�¦ª¤Á°�µ¦�°��µ¦��́�¹��³Â���´ Ê�®¤�Á�oµÂ¢o¤ÅªoÁ�È�®¨�́�µ� 

 �µ��¦ª�°�Á°�µ¦�n°��Îµ¨µ¥ 
o �µ¦�¦ª�°�Á°�µ¦�¸É�¦�¦³¥³Áª¨µ�µ¦�Îµ µ̈¥Ä®oÁ�È�Å��µ¤¦³Á�¥̧�¤®µª ·�¥µ¨¥́ 

o ��́Â¥�Á°�µ¦Á¡ºÉ°Ä®o°��¨o°���́ª ·��̧µ¦�Îµ¨µ¥�Á�n���o¤��´ É��·Ã¨ 

 Á�È��¦¦¤�µ¦�µ¦�Îµ µ̈¥Á°�µ¦¦nª¤��́®�nª¥�µ�°ºÉ�Â¨³Á�oµ®�oµ�¸É¤®µª ·�¥µ¨¥́ 

 �ª��»¤�µ¦�Îµ¨µ¥Á°�µ¦�¸É�¦ ·¬´��¦³¤¼¨Á°�µ¦Á¡ºÉ°�Îµ¨µ¥¦nª¤�´��¦¦¤�µ¦�nµ�°ºÉ� 

25� 

8. �µ��o°¤¼¨Â¨³¡�́�µ¦³�� 

 ��́Á�¦¥̧¤�o°¤¼¨� ·� ·�µ¤�¸É¦o°��°�Á�n���Îµ�ª��́�«¹�¬µÄ�®¨�́¼�¦�nµ� 

�� 



 
����   
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

9. �µ�ÎµÁ¦È��µ¦«¹�¬µ 

 �Îµ�´��¼Â¨�µ��oµ�®�´�º°Îµ��́�µ��µ¦«¹�¬µ�Îµ®¦�́�¼oÎµÁ¦È��µ¦«¹�¬µ� 
o �¦ª�°�¦µ¥�ºÉ°�¼oÎµÁ¦È��µ¦«¹�¬µ�¸ÉÅ�o�µ�¤®µª ·�¥µ¨¥́�� 
o �nª¥�µ¦ ¹��o°¤Â¨³Á�È��ºÉ°�µ¦Á�oµ¦�́¡¦³¦µ��µ��¦ ·��µ��́¦�� 

o ¦»�¦µ¥�ºÉ°��́� ·�n� n µ¥�³Á�¥̧� 

o �Îµ�´�Â¨³�¼Â¨�ªµ¤Á¦¥̧�¦o°¥Ä��µ¦�nµ¥¦¼�®¤¼n�°���́� ·� 

�� 

10. �µ��¦³�µ¤́¡�́�r 
 ¦nª¤�µ��¦³�µ¤́¡�́�r®¨�́¼�¦�Á�n��Open House ®¦ º°�University Fair 

�� 

11. �µ�Ä®o�Îµ�¦¹�¬µ��́«¹�¬µ 

 Ä®o�Îµ�¦ ¹�¬µ�́�«¹�¬µÁ¦ ºÉ°��µ¦Á¦¥̧��µ¦°��Á�n���µ¦¨��³Á�¥̧�Á¦¥̧���µ¦�°��
°µ�µ¦¥r�¼o°���µ¦µ�°�£µ��µ¦«¹�¬µ�nµ�Ç�ª ·�µ�¸ÉÁ�·�Â¨³Å¤nÁ�·�°��Á�È��o� 

�� 

12. �µ��¦�́�¦»�®¨�́¼�¦ 

 �Îµ�´��¼Â¨�µ¦�¦³µ��µ���́�¦³�»¤��³�¦¦¤�µ¦�¦�́�¦»�®¨�́¼�¦ 

 �Îµ�´��¼Â¨�µ¦�¦³µ��µ�®µ�o°¤¼¨�Â¨³��́Á�¦¥̧¤Á°�µ¦Îµ®¦�́�µ¦�¦³�»¤Â�n̈ ³�¦ ´ Ê� 

�� 

13. �µ��¸ÉÅ�o¦�́¤°�®¤µ¥°ºÉ�Ç 

 ��·��́ ·�µ�°ºÉ�Ç��µ¤�¸ÉÅ�o¦�́¤°�®¤µ¥�µ��¼o��́��́��́�µ 

2� 

 
  



 
����   
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

I2��Functional Roles �100����·��¦¦¤�´�«¹�¬µ 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

14. �µ��¦·®µ¦� ´ ÉªÅ�Ä�®�nª¥�µ� 

 ��́�Îµ¦µ¥�µ�¦»��¨�µ¦��·��́ ·�µ��¦³�Îµ�»�Á� º°� 

�� 

15. �¦·®µ¦���¦³¤µ� 

 ��́�Îµ���¦³¤µ����·��¦¦¤�´�«¹�¬µ����¦�̧£µ�¡·Á«¬� 
 �Îµn�®�nª¥�µ�ªµ�Â�� 
 

�� 

16. �µ��·��¦¦¤�¦³�Îµ�̧��Ä��µ��¸É� 
 �Îµ�´��¼Â¨�µ¦�¦³µ��µ���́®�nª¥�µ��¸ÉÁ�¸É¥ª�o°���́�·��¦¦¤�¦³�Îµ�̧�Á�n��¡ ·�Å̧®ªo�¦¼
�°��µ��́��µ���¤�·Á�«��µ�¤°�Á�¸¥¦� ·�»���́«¹�¬µ��µ�¦�́�¦ ·��µ��́¦��µ�Â��

�ªµ¤¥·��Â̧�n��́� ·�Ä®¤n��µ¦°�¦¤Ä®o�ªµ¤¦¼oÁ�ºÊ°��o�Â ³̈¦³Á�¥̧��µ¦��·��́ ·�ª́£µ¥Ä�

¤®µª ·�¥µ¨¥́Â¨³��³�Ã�¦��µ¦¦�¦��r�®¦ º°�µ¦Á¦ ·¤�ªµ¤¦¼oÄ�Á�·�¦oµ�¦¦�r�Á�È��o� 

 �ÎµÁ�·��µ¦�µ¤Â���·��¦¦¤�¦³�Îµ�̧ 
o ��́¡ ·�Å̧®ªo�¦¼�°��µ��́ 

o ��́�µ���¤�·Á�« 

o ��́�µ�°�¦¤Á�¦¥̧¤�ªµ¤¡¦o°¤Îµ®¦�́�´�«¹�¬µÄ®¤n 
o ��́�µ�¦�́�¦ ·��µ��́¦ 

o ��́�µ�Â���ªµ¤¥·��Â̧�n��́� ·�Ä®¤n 

50� 

17. �µ��¦³Á¤·��µ¦°�°µ�µ¦¥r 
 �Îµ�´��¼Â¨�µ¦Â�o��´�«¹�¬µÂ¨³Â��Ä��¦³Á¤ ·��µ¦°��°�°µ�µ¦¥r�µ¤¦µ¥ª ·�µ�¡¦o°¤
�´ Ê�Á�È�Â¨³��́n�Ä®o�¼o¦�́� ·��°� 

��� 

18. �µ��¸ÉÅ�o¦�́¤°�®¤µ¥°ºÉ�Ç 

 ��·��́ ·�µ�°ºÉ�Ç��µ¤�¸ÉÅ�o¦�́¤°�®¤µ¥�µ��¼o��́��́��́�µ 

�� 

 

  



 
����   
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®´ª®�oµ�µ��¦·�µ¦�µ¦«¹�¬µ�®¨�́¼�¦�·�·«µ�¦��́�·��£µ���́�·� 

II��Management Roles �100�� 

���µ�Â¨³®�oµ�¸É�ªµ¤¦�́�·��°� 
��Workload 

�¦·� 

1�����µ¦�¦·®µ¦�µ¦�ÎµÁ�· ��µ���Operation Management� 

 ªµ�Â���µ¦�ÎµÁ�·��µ�Ä®oÅ�o�µ¤Á�oµ®¤µ¥�°�°��r�¦Ä�¦³¥³´ Ê���1��̧� 
 ��́�ÎµÂ¨³ªµ�Â���µ¦Ä�o���¦³¤µ�Ä®oÁ�·��¦³·�� ·£µ¡��Budgeting� 

 �¦³µ��µ��oµ¤µ¥�µ���Cross Functional Co�operation��Á¡ ºÉ°Á¡ ·É¤�¦³·�� ·£µ¡�
�¦³·�� ·�¨Ä��µ¦�Îµ�µ� 

 ��́�Îµ�¼n¤ º°�µ¦��·��́ ·�µ���Operation Manual��Îµ®¦�́®�nª¥�¸É¦�́� ·��°� 

50� 

2�����µ¦�¦·®µ¦�µ��»��¨��Staff Management� 

 �¼Â¨Â¨³�ª��»¤�µ¦�µ��̈ µ�¤µ�µ¥��°��¼oÄ�o��́��́��́�µ 
 �ª��»¤�¼Â¨Ä®oÁ�oµ®�oµ�¸É°¥¼nÄ���¦³Á�¥̧���o°��́��́ 

 ¡·�µ¦�µ�¨�µ¦��·��́ ·�µ��°�Á�oµ®�oµ�¸ÉÄ��µ¦�¦³Á¤ ·��¨�¦³�Îµ�̧ 

 ¡·�µ¦�µ�¨�µ¦��·��́ ·�µ��°�Á�oµ®�oµ�¸ÉÁ¡ ºÉ°Á�°�¦�́�ÎµÂ®�n� 

 �¦³�»¤£µ¥Ä���Internal Meeting ��Communication��Á¡ ºÉ°Â�o��nµªµ¦��Ã¥�µ¥¦ª¤�´ Ê�
°��µ�®¦ º°¦�́¢́��́�®µ�µ�Á�oµ®�oµ�¸É 

 ��́¦¦�»�¨µ�¦Â¨³�Îµ¨�́��Ä®oÁ®¤µ³¤�´��µ���HR Load Balancing� 

15� 

3�����µ¦�· ��µ¤�ªµ¤�oµª®�oµÂ¨³��µ¦�¦³Á¤·��¨�µ���KPI Monitoring & Evaluation�� 

 � ·��µ¤Â¨³�ª��»¤�µ¦�ÎµÁ�·��µ�Ä®oÅ�o�µ¤Á�oµ®¤µ¥�Á�È�¦µ¥Á� º°���Monthly 

Management Review� 

 � ·��µ¤��¦³Á¤ ·�� �̈�ª��»¤�µ¦�ÎµÁ�·��µ�Ä®oÅ�o�µ¤Á�oµ®¤µ¥�Á�È�¦µ¥Á� º°��Â¨³���ª�

�»��6�Á� º°���KPI Evaluation� 

20� 

4�����µ¦°��µ��Â¨³�µ¦Ä®o�Îµ�¦¹�¬µ��Coaching & Mentoring�� 

 °��µ�Â¨³Ä®o�Îµ�¦ ¹�¬µ�¼oÄ�o��́��́��́�µ�Ä®o¡�́�µ�ªµ¤¦¼o�ªµ¤µ¤µ¦��Â¨³Ä�o
«´�¥£µ¡�°���°¥nµ�Á�È¤�¸É�¦ª¤� ¹��µ¦Â�³�Îµ�µ�Á¨ º°�Ä��µ¦��́·�Ä��nµ�ÇÄ®oÅ�o 

10� 

5�����µ¦�ª��»¤£µ¥Ä���Internal Control�� 

 �ª��»¤�µ¦�Îµ�µ��°�®�nª¥�µ��¸É¦�́� ·��°�Ä®o¤¦̧³���µ¦�ª��»¤£µ¥Ä��¸É�Ä̧®oÁ�È�
�¦³�ª��µ¦�¸É�n°Á�ºÉ°�Â¨³Â�¦�°¥¼nÄ��µ¦��·��́ ·�µ��µ¤��� ·�°��¼o��·��́ ·�µ��»�¦³��́� 

5� 

 ��®¤µ¥Á®�»��Ã�¥�´ ÉªÅ���́nª�¦³®ªnµ��Functional Roles ��Management Roles  �70 ��30 
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