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Abstract

The objectives of this research were 1) study administrative skills for head of departments
working in secondary schools that is under the Secondary Educational Service Area Office 2
2) to develop model of Administrative skills for head of departments working in secondary schools
that is affiliated with the Secondary Educational Service Area Office 2 by using these population; 468
teachers who are serving as the head of the departments in the secondary schools that are affiliated
with the Secondary Educational Service Area Office 2 in the academic year of 2020 and the nine
academic experts. The researcher uses two types of collecting data instruments: the questionnaire
with 0.95 of the Reliability and the Focus Group Discussion form. The collected data are analyzed by
basic statistics as the followings: Frequency, Percentage, and Average.

The results indicate that 1) the three learning skill aspects of the department heads who

are serving in the secondary school affiliated with the Secondary Educational Service Area Office 2

are overall in a good average (M = 4.43, O = 0.44). According to each aspect analyzing the researcher

assumes that the major of the samples had the best inter-personal relation as the result here shown
here is W = 4.53, O = 0.41 which is in a field of Good command, the second is Conceptual Skills as
the result shown here is L = 4.39, O = 0 .55 which is in a field of fair command, and the third is

Technical Skills as the result shown here is WL = 4.38, O = 0.50 which is in a field of fair average. As
the mentioned results of the three aspects the researcher assumes that the most suitable format for
developing the course office heads in the schools is Three- Aspect Theory that is consisted of these
following skills: The first skill is the technical method supported by these sub-abilities; 1) the
assignments and the following up and 2) self-developing. The Second skill is inter-personal relation
supported by these sub-abilities; 1) leadership 2) teamwork 3) emotional Quotient 4) personal
Analyzing 5) persuasion and 6) communication. The Third skill is the Conceptual supported by these
sub-abilities; 1) management vision 2) working system analyzing and synthesis synthetic 3) having

aptitude and dealing with sudden problems without losing nerves.

Keywords: Administrative skills, Head of Departments, Secondary Educational Service Area Office 2
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