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INTRODUCTION

We would like to welcome our colleagues to the International Business Tourism Transport Technology Social Sciences
Humanities Education Research Conference. It is the seven series in 2016 of Conference on Business Tourism and

Apply Sciences was held in Amsterdam. As always many members of the ICBTS 2016 community look forward to

meeting, sharing and exchanging their research ideas and results in both a formal and informal setting which the
conference provides. Likewise, the concept of alternating the international conference every one month on April to

November between Europe and the rest of the world is now well established. This year:s event in London (UK) Paris
(France) Munich (Germany) Amsterdam (Netherlands) Boston (USA) Toronto (Canada) London (United Kingdom) Zurich
(Switzerland) Berlin (Germany) Tokyo Japan) and another continues with the cultural following the very successful and
productive event held in London-Zurich in August 2016 in the field of various types for international academic research
conference on Business Economics Social Sciences Humanities Education and Apply Sciences. As usual The ICBTS

2016 brings together leading academics, researchers and practitioners to exchange ideas, views and the latest research
in the field of Business Tourism and Apply Sciences.

The theme of this event The 2016 ICBTS International Business Tourism Social Sciences Humanities and Education
Research Conference is «Opportunities and Development of Global Business Economics Social Sciences Humanities

and Education- It is also represents an emerging and highly challenging area of research and practice for both academics

and practitioners a like, The current industrial context is characterized by increasing global competition, decreasing
product life cycles, Global Business, Tourism Development, Social Sciences Humanities Education Apply Sciences
and Technology collaborative networked organizations, higher levels of uncertainties and, above all, and customers. In

our view holding this event in Tokyo represents a timely opportunity for academics and researchers to explore pertinent
issues surrounding Business Economics Tourism Social Sciences Humanities Education Sciences and Technology.

Potential authors were invited to submit an abstract to the International Conference Session Chairs. All abstracts were

reviewed by two experts from the International review committee and final papers were further reviewed by this
volume with 30 contributing authors coming from 18 countries. This book of proceedings has been organized according

to following categories:

- Business

- Management

- Marketing

- Accounting

- Financial

- Banking

- Economic

- Education

- Marketing

- Logistics Management

- Social Sciences

- Supply Chain management
- Industrial Management

- Information Technology

- Sciences Technology

- Transport and Traffic

- Tourism Strategic

- Tourism Management

- Tourism Marketing

- Tourism Development Policy and Planning
- Technology Application

- Communication and Sciences
- Humanities

- Health care Management

- Hospitality Management

- Hotel Management
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Department Chair - Quality & Operations Management at Hamdan Bin Mohammed Smart University Dubai of United
Arab Emirate. He was appointed associate professor in business management, total quality management, and operation

management in 1989 at the University of Kent, he continued his research in the field of operation management,
business management. He has published over 50 papers and reports in such journals as International Journal of

Technology and Production Research. He supervised a considerable number of PhD theses and is a consultant on
industrial and production industry in England and United Arab Emirate.
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y_

Professor Dr. Kai Heuer

Prof. Dr. Kai Heuer is full professor for business administration at the Business Faculty of Wismar University in
Germany. Before, he served as a full professor at the Environmental Campus of Trier University of Applied Sciences.
He studied business administration in Germany and the U.S.A. and holds an MBA and a doctoral degree. He has
management experience from leading positions in different companies and as business consultant. His research areas

are management accounting, organizational development, and international management where he has published
numerous papers, reports and textbooks. He is the head of Master Program in Business at Wismar University and a

member of the Schmalenbach-Society for Business Economics, Cologne; managing director of the Institute of Health-
, Senior-and Social Management; and a former member of the board of the Centre for Aviation Law and Management.
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England and United Kingdom.
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Dr.Chayanan Kerdpitak

Dr.Chayanan Kerdpitak is a Lecturer and management committee of Doctor of Business Administration Programmes
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Consumer Behavior, and Marketing Research at The Suan Dusit University in Thailand. She received a Ph.D. in the
field of Business Logistics within Industrial at Ramkhamhaeng University, Thailand. She has published over 20
proceeding paper and some reports in such journals as International Journal Business and Economics Research. She

has been a consultant on Import Automobile Industry from Germany for International Marketing and Marketing
Research. Chayanan graduated a B.B.A and M.B.A in Business Administration from The Ramkhamhaeng University,
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TECHNIQUE OF FOLLOW UP ON WORK PROGRESS IN OFFICE
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ABSTRACT

Follow up on work progress in office administration can be conducted by using lots of techniques,
namely via social media including Line Group and Facebook, verbal follow up, follow up via meeting,
telephone, memo, e-office, follow up sheet, documents and filing. However, lots of problems found in the

use of these techniques include the delay in operation, the lack of follow up and documents, and time
consumption leading to the delay of work submission or the ighorance of work. The purposes of this study

are to find out follow up on work progress technique in office administration, and to study the effectiveness
of this technique. Research procedure is Knowledge Management steps including brainstorming, and

knowledge exchanging conducted by Chief of Office Group. The research result discloses follow up on work
progress technique by using Excel Form. Moreover, the results of the implementation of the Excel Form in

follow up on work progress disclose 95 percent of the reduction of follow up times, 100 percent of the error
reduction, 2.5 percent of the delay in work submission, and 100 percent of the work done. The use of

Knowledge Management, therefore, leads to the process improvement called :the Follow up on work
progress technique by using excel form-, and the process increases the work efficiency.

Keywords: work efficiency, office administration technique, follow up on work progress, form,
process

INTRODUCTION
Chief of Office Group in the room of <Techniques for office administration- conducted Knowledge

Management based on the University: s guidelines by organizing meeting of knowledge exchange,

knowledge refining, and implementing the knowledge gained concerning follow up on work progress in
office administration to reduce operation time, to improve work outcome, and to create innovation for office
administration.

Based on the knowledge exchange of Chief of Office Group, the topic of discussion includes
Office Administration Techniques. The Group refined the tacit knowledge from each member by allowing

each member to tell the best technique of follow up on work progress, and then the group replies are
collected and analyzed by using frequency of the replies. The results of this activity point out that the most

frequently used technique of follow up on work progress in office administration is using social media,
namely Line and Facebook, followed by Verbal follow up, meeting, telephone, memo, e-office, and follow

up sheet, respectively. The follow up technique used the least is document and filing. After that 5 techniques,
namely social media, verbal follow up, telephone, memo, and e-office are chosen to discuss about the

advantages and disadvantages of these techniques by emphasizing the factors concerning economizing
resources. It is found that these techniques cause lots of problems, namely the delay in operation, the lack of

follow up, the lack of proof of documents, and time consumption. This results in the late submission of work,
or the ignorance of work.

OBJECTIVES
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1 to find out follow up on work progress technique in office administration
2.to study the efficiency of this technique

METHODOLOGY
Population and Samples
22 members of Chief of Office from 22 government units in Suan Sunandha Rajabhat
University

Research Procedure
Procedure employed in finding out knowledge concerning «Technique of Follow up on Work

Progress~ includes Knowledge Management to find out tacit knowledge relevant to best way for follow up
on work progress in office administration. The details of the procedure are as follows;

1. Create -Chief of Office Group’ including all chiefs of office from all faculties in the
University.

2 . Conduct knowledge exchange among group members under the topic of Office
Administration Techniques.

3. Conduct meeting to exchange knowledge by reviewing and extracting tacit knowledge
from each individual member concerning one’s own job responsibilities.

4. Refine the collected knowledge to gain knowledge concerning <The Best Technique of
Follow up on Work Progress in Office Administration- so that the technique can be employed in office
administration.

Research Results

To solve the problems of using original techniques in follow up on work progress, the Group
conducted the knowledge exchange among group members to find out new technique of follow up on work
progress in office administration, and the result is using <Excel Form- in follow up on work progress. The

table below shows the comparison of the original techniques and the new technique.

Problems of original techniques Expected outcome of the use of Excel Form

e The delay in operation The reduction of late operation
Lack of follow up due to lack of proof e The efficiency of follow up due to clear proof of
of documents documents

e  Time consumption e Timesaverdueto IT

e Time consumption in reproduction Time saver due to continuous operation

The use of Excel Form or the form taken from Microsoft Excel in follow up on work
progress in office administration enables the online record of work performance of each individual officer.

The form can be forwarded to the officers immediately and conveniently. Moreover, the development of the

form for follow up on work progress into information technology system will reduce the time consumption
of follow up greatly. This leads to the increase in the efficiency of work performance, and the reduction of

problems caused by using original techniques.

The conclusion of process improvement of follow up on work progress technique taking from
knowledge refinement conducted by group members is shown in the table below.

Techniques needed to be improved | Improved technique |
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Techniques: Follow up on work progress in office
administration through;

Follow up on work progress in office
administration through;

e Social Media

Excel Form

e Verhal follow up

e  Telephone

e NMemo

e E-office

The implementation of knowledge gained from Knowledge Management

The group members employ follow up on work progress in office administration through the Excel

Form in their office for 1 month.
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After that the group members conducted knowledge exchange to compare the results of using the
original techniques; social media, verbal follow up, telephone, memo, as well as e-office and the new

technique; excel form; to find out the efficiency of the new technique comparing to the original ones.
The results of using the new technique of follow up on work progress in office administration
through the Excel Form lead to the reduction of operation, the convenience in checking the completeness of
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work done, and the fast way to check the duration
of work done. The Excel Form enables the

reduction of duration in follow up on work
progress, the error on work, the delay in work
submission. The use of the Excel Form instead of

using original techniques in follow up on work
progress in office administration results in 95
percent of the reduction of follow up time, 100
percent of the reduction of errors, 2.5 percent of

the delay in work submission, and 100 percent of the successful times.

After that the users satisfaction of the use of the Excel Form in follow up on work progress is
analyzed in comparison with the original techniques. The analysis results reveal that overall level of users:
satisfaction of the original techniques of follow up in moderate level with mean at 2.46, and S.D. at 0.53,
while that of the improved technique; Excel Form is in high level with mean at 451, and S.D. at 0.58. In terms
of item analysis, the item with highest mean scores includes the convenience of the use of Excel Form.

Moreover, the improvement of the process of follow up on work progress by using the Excel Form is
conducted by using Microsoft Outlook. This knowledge is collected and recorded systematically before the
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implementation of the Excel Form by Chiefs of Office in all faculties in the form of social media with
handbook detailing the technique of follow up on work progress by using Excel Form.

New process

The original process Technique of Follow

improved up

Data / Jobs Received Data / Jobs Received

3 4

Analyze and assign delegates. Analyze and assign delegates.
Assignment to responsible person Assignment to responsible person

¥ 3

Follow up on work progress in office
administration through;

o o Follow up on work progress in office e
. Social Media = . Adjust the form to
. Verbal follow up administration through; B " irack jobs and
. Telephone e bring micro soft
- Memo outlook.
. E-office

3 \ 4

Get data / tasks returned

Get data / tasks returned

¥ $

Check the accuracy Check the accuracy
Proceed to the next step Proceed to the next step
CONCLUSION

Due to the problems of follow up on work progress in office administration by using original
techniques, namely using social media, verbal follow up, telephone, memo, and e-office, there have been an

attempt to improve the process of follow up on work progress in office administration. Chiefs of Office in all

Faculties of the University form Chief of Office Group, and employ Knowledge Management steps among
the group members. The Knowledge Management steps include knowledge exchanging, meeting, knowledge

extraction and refinement to find new technique of follow up on work progress in office administration. The

results of the Knowledge Management show that the use of Excel Form in follow up on work progress in
office administration is efficient in solving the problems. After that the Excel Form has be used in all Offices

of the Faculties for one month, then the results of using the improved process or the Excel Form are analyzed
in comparison with the original techniques. The analysis results indicate the reduction of the delay in work

submission, the error and time consumption in follow up. Moreover, the users: satisfaction of the use of Excel
Form is high level while that of the original techniques is in moderate level. It can be concluded that

Knowledge Management can be employed among group members to improve process and solve the
problems because of the coworkers: cooperation and attempt to solve their own problems. Moreover, the

Excel Form can be used as an efficient technique of follow up on work progress in office administration
because the form is easy and convenient to use.
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