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Abstract

This article aims to synthesize concepts about administrative skills of
school administrators. By recognizing that the management skills of school
administrators are important to the success and progress of that school as
follows.

Administrative skills of school administrators. 1. Human skills.
Skills) adjusting oneself to other people, allowing supervisors to participate in
work Regarded equally to subordinates Informality Allowing time for
subordinates to make decisions together Understanding the problems of the
subordinates and taking care of the happiness of the subordinates thoroughly.
2. Technical skills, methods (Technical Skills) making plans or projects
Preparation of educational statistics and charts The chairman of the teacher
meeting Teaching demonstration Speaking or writing commands Knowledge
of the financial system, accounting, knowledge of supplies, procurement
Having knowledge of work documents Knowledge to read building
construction plans Knowledge, laws, regulations, orders Personnel
management Preparation of performance reports 3. Conceptual Skills, policy
formulation, objectives and scope of work Analysis of one's own work and
others How is the knowledge about all of their departments relevant?
Diagnosis of effects on other departments When one subsystem is changed
Knowing the educational needs of the community Using rational questions
Understanding of educational management policies of all levels Knowing the
changes and improvements of examples and management methods that have
been seen and studied and used appropriately. Understanding budget needs.

Keywords : Administration Skill; Administrators
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