Chapter 1: General Knowledge of Business Operations

'Start a business like a prov
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Business is at the heart of society.

@ Improve the quality of life: produce good products and

services.

@ Social Development: Creating Jobs and Spreading Prosperity

@ Creating economic stability: Generating income for the country To mest basic human needs and create an exchange

system that leads to the gross wealth of society.

@ Stimulating Technology: Continuous Research and

Development



Meaning of "business" and "entrepreneur”

—
L
Business
The activities of groups of
individuals in the production and

sale of products with the goal of

"profit".

i
e
Business Operators

Individuals who intend to recruit

inputs to operate efficiently.

2

Entrepreneur

New business founders who take

risks in pursuit of growth



Purpose of Business
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@ Stability: To ensure the continuity of the business.

- \,
@ Growth: Expanding branches, increasing employees, and social status

© Profit: An important incentive that keeps a business alive
‘ @ Social responsibility: Moral and environmental considerations




Marketing Mix

4P's
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Product

Products/Services that

meet customer needs

9

Price

Reasonable and

acceptable price

LoD
o

Place

Easyto-access

distribution channels

W

Promotion

Communication to

motivate purchases



4M's Fundamentals in Business Operations

° Man (person): The most important driving factor

© Money: capital for investment and turnover;

© Material: Cost Management

© Method: Planning and controlling work systems
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Business Environment

Internal (controllable)

People, Machinery, Capital,
Work System, Corporate

Culture




Important Resources for Decision Making

Primary Information Secondary Data
Collect new ones for specific decisioamaking. Data that has already been collected and analyzed
* Internal data (sales, employees) * Internet & Media
* External data (customers, competitors, experts) * Government Agencies (Registered Statistics, Department of

Business Development)

* The Industry Council and the Chamber of Commerce



Common problems in starting a business — v
@ Lackof working capital & Aalidu®

& e
‘ 1 [ N
O lingarou

o No knowledge of accounting and law

© Employees lack skills/abilities
o There is no broad enough business social network.

© Lack of credibility due to inexperience.

Solution: making a detailed business plan and preparing sufficient reserves.



Conclusion at the end of the chapter

Running a business requires studying and understanding the basics.

Good data management to reduce mistakes and lead to sustainable success.

"An important step is a step of preparation."



Questions?

Do you have any questions or need more information?
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Factors for choosing a business model

Complexity of Setup
Capital Requirements
knowledge and competence of the owner;

Administration and control of the business

O 00 00

Condition of Business and Continuity

0O 0 000

Responsibility for liabilities
Operating Period

How to share profits

Possibility of business expansion

Tax liability



Sole proprietorship

Main characteristics

A business in which a sole investor is the investor and owns

all the ownership of the property.

Advantages: Easy to set up, high autonomy, single profit.

Disadvantages: Unlimited debt liability, low capital, low
stability.
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Partnership

& General Partnership: All partners are jointly responsible for an
unlimited amount of liabilities.

© Limited Partnerships: There are 2 types:
- Limited Liability (up to investment)
- Limited Liability (Managing Partner)

* Contracts formed by 2 or more persons.




I Limited Company Affairs

9 Established by dividing the capital into shares. It is of equal value.

o Shareholders' liability is limited to the amount of money that has

not been fully utilized.
© Must have at least3 co-investors (old law) /2 People (New Law)

© |Itis a separate legal entity from the owner.

Company Functions

- Prepare financial statements every 12 months.
- Preparation of the list of shareholders (Bor Joi5)

- Hold the Annual General Meeting.




Public Company Limited

Public Limited Company

Established for the purpose of public offering of shares
under the Public Limited Companies Act, B.E. 2535 (1992).

&) There must be at least 15 starters.
o Raise funds from the public easily and extensively.

o It has the highest credibility among legal entities.



I Cooperative

Business organizations formed by grouping to carry out mutual aid activities. It is not

intended to seek profit.

= Voluntary Membership
& Principles of Democracy (1 person, 1 vote)

& Contribute economically and share benefits fairly.
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Franchise

Key elements

1. Franchisor: Owner of rights/system

2. Franchisee: Franchisee.

'H] £0y1%d0UyFranchise Fees & Royalty Fees

-

It is suitable for beginners who want a readymade system and a brand

that is already known to them.




I State Enterprises

Governmentowned organizations Energy (Electricity, PTT) Currently, there are a total of 58

Business entities in which the state holds more than 50% Transport Branch (SRT, Transportation state-owned enterprises under the

of the shares. Authority) supervision of the Ministry of Finance.

Established for public service and security. Communication and Finance




Multinational Corporations (MNCs)

A business corporation with management power in the mother country

and operates branches covering many countries.

Types of MNCs

1. Vertical: The center where the mother sells through branches.

2. Horizontal: Distribute the production base according to the

cheapness factor.

3. Versatile: Vertical and horizontal combination




Technology for Business Organizations

Increase production efficiency and reduce costs

Expand access to global markets (fommerce)

TECH

Transformation accelerator

Big Data & Analytics

0000

Rapid changes in consumption and business models




Q&A

Questions & Concerns

Conclusion: Choosing the right business model must be based on

availability. Capital, and organizational goals are important.
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| Chapter 3: Organizational Management
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* Definition and importance of management
* Roles and qualifications of executives
* Management Process (Planning, Organizing, Leading, Controlling)

* Theory and characteristics of organization




| OW T 6 DY Uz T U (MANAGEMENT)
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Process of work

Actuation Control and implement
procedures to achieve the set

objectives.
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Use of Groups of People

The art of using others to work for
the organization by meeting the

expectations of the team.

a

Science and Arts

It is the application of knowledge
(science) with a unique ability to

solve problems (art).



| Importance and Principles of Organization

Key elements
@Cost savings: Reduce redundancy of tasks. - Division of work
@cClear: everyone knows their duties and responsibilities. - Departmentalization
OFlexible: Adapt to changing environments. - Distribution of Authority

- Co-ordination



3 Executive Roles

Interpersonal Information Decision -making
Figure Head, Leader and Liaison Be a Monitor, Disseminator, and Become an entrepreneur,
Spokesman distraction manager, and resource

allocator.




Scope of Authority of the CEO

Responsibilities Main Goals
O Daily management and policy implementation To meet the strategy and budget.

O Business planning and budgeting To seek approval from the Board of Directors.

O Defining the structure and managing personnel For maximum operational efficiency

O Representing the company to the public To build a good reputation and image




| Administrative Procedures (POLC)

Planning Organizing Leading Controlling
Set goals and guidelines ahead Systematize the structure and Leading, communicating Audit and evaluate against the
of time. relationships of the work. vision, and motivating the set standards.

team.



| Qualities of a modern executive

4 Self-lImprovement: Knowledgeable and Loving Progress

4 Have a vision: Be good at yourself, be good at people,

and be good at thinking.

"Manager: Have the science and art of management.
% Good Coordinator: Build Harmony

¥Use Technology: Apply New Innovations




I ORGANIZATION

Definition of Organization

A center of activity that brings together groups of people to work together in an orderly manner (organization =

organization + organization + organization).

Primary Secondary

It is automatically born, such as family, friend groups, It occurs systematically, such as businesses and

informal relationships. industries, with clear goals and technologies.



| Types and theories of organization

Evolutionary theory
Categories are divided according to the rules.

1. Traditional: Focus on people as tools

- Symbolic organization: Organized, conventional, and clear (scientific/governmental)

structure. 2. Modern: Emphasis on human relations and psychological
- Unconventional Organization: Unformed (informal) factors
gathering

3. Present: Dynamic & System Analysis



| Conclusion and Q&A

+\ e ./\_-

"The sustainable success of an organization lies in

the quality of its people."

Thank you for listening.

Do you have any more questions?
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Chapter 4

Human Resource
Management




I Definition and Importance of HRM

Redefining "Human Capital”

The process of recruiting, selecting, packing, and
developing personnel to be knowledgeable and capable

to create sustainability for the organization.

A People are the most important factor in driving strategy

(Social Capital & Organization Assets).

#HR Concept
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| HRM Scope 3 Periods

S
Before Operation

Planning manpower, recruiting and
motivating knowledgeable
personnel to participate in the

event

(ad
While on duty
Maintain and improve the quality of

life Motivate and loyalty to the

organization.

®._

4
After the work

Take care of them after retirement

or resign so that they can live

happily in society.



| Human Resource Acquisition Process

Planning Recruitment Selection Orientation
Determine the framework and ~ Announcement of invitation Knowledge Test, Psychology Introduction to culture and
estimate the number for candidates both inside and and Interview work systems

outside



| Maintenance and discharge

Treatment and development Leaving a job

- Performance Evaluation - Resignation

- Training Needs - Lay Off/Discharge
- Compensation Management - Retirement

- Health & Safety - Termination of contractual condition or death



| Human Capital Management (HCM) Concept

w

Emphasis on high potential

Only those who have special talents
and are enthusiastic about success

are selected.

~
R

Wide range of skills

Develop into multi-skilled through
coaching and knowledge

management (KM).

S
]

Unique benefits

Cafeteria Benefits allows employees
to choose their own type of benefits

based on their budget.



I A3 & Uevhe Q&A

"The indicators of an organization's sustainable
success lie in the quality of its people and

management efficiency."

Thank you for listening. Do you have any more questions?
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Chapter5
Finance & Business g
Documents




FINANCE & CAPITAL

Definition of finance Definition of capital

The study of money and decisioamaking to The currency provided for use is the main
achieve systematic circulation, including business, factor in carrying out business activities to obtain the
public, and personal finances. most cost-effective returns.
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| Types and sources of funding

Funding Types

Duration Key Sources

- Fixed capital: invest in fixed assets (buildings,

Short term (< 1 year) OD, Cheque, Trade Loans

machinery) with a maturity of > 1 year.

Common Stocks, Preferred Shares,
Bonds

- Working capital: used to provide current assets (raw Long term (> 5 years)

materials, wages).



| Duties of a Money Manager
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Planning Property Management Financing

Estimate cash inflows and Maintain proper liquidity and make Choose the right source of

determine long-term guidelines. the most of your assets. financing with your cost and risk
tolerance.

Ultimate Goal: Wealth Maximization for Shareholders



| Business and Trading Documents

Important Trading Documents

o Purchase Requisition (PR): Notification of purchase Lﬂj'}‘lﬁll']?_]

demand

- L
& Aalkidu

« Purchase Order (PO): Order confirmation instrument _
» Invoice: Product Description and Price & mlnle
* Receipt: Proof of receipt




| Financial and credit documents

= = =
Bills L/C & Trust Receipt Credit Card
Checks, Bills of Exchange, and Letter of Credit for Security in Credit instruments issued by the
Promissory Notes Foreign Trading bank to members instead of cash.

o 3E's concept: Economy, Efficiency, Effectiveness



| Conclusion and Q&A

"The indicators of an organization's sustainable
success lie in the quality of its people and the

efficiency of financial management."

Thank you for listening. Do you have any more questions?
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Strategic Insights

Chapter 6: Accounting

"The language of business and the smooth driving mechanism of the ecc



LEARNING ROADMAP

@ Definition and purpose of accounting
@ Financial Statement Users and Data Requirements
v Accounting Framework

v Recording to Closing

) Preparation of Financial Statements
@ Digital Accounting: Al & Cloud

@ EsG Reporting: Accounting Sustainability



Definition of Accounting: Science and Art

¥

W.A. Paton

"Facilitating the smooth running
of the economy" It serves to
interpret business activities in

monetary terms.

@

AICPA Artistry

"The art of collecting, taking
notes, categorizing, Conclusion
and interpretation of financial

transactions."

&

Modern Context

Being a "strategic advisor" who
uses analytical data to predict the
future, not just taking notes of

the past.



ACCOUNTING WORKFLOW: From Trade List to

Analytics

Recording Classifying Summarizing

. . . . . o Interpreting
Write down the daily entries in  Categorize through Ledgers Summary of information in the

Anal data for fut
the Journal. form of financial statements nalyze data for tutdre

strategic planning.



Strategic Objectives of Accounting

* Financial Integrity: Keep an orderly record of trade
entries in chronological order.

* Performance Analytics: Know your profit -loss and true
financial position.

* Internal Control: Prevent fraud and asset loss.

* Compliance: Comply with legal and tax regulations.
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Financial Statement and Value Creation Users

Data User Groups

Master Data Requirements

Strategic Decisions

Investors/Shareholders

Creditors / Lenders

Executives

Employees

Risk, Reward and Dividends
Liquidity and solvency

Risk, Reward and Dividends
Liquidity and solvency

Risk, Reward and Dividends
Liquidity and solvency

Risk, Reward and Dividends
Liquidity and solvency

Buy, sell, or hold investments.
Consideration of lending and interest rates

Buy, sell, or hold investments.
Consideration of lending and interest rates

Buy, sell, or hold investments.
Consideration of lending and interest rates

Buy, sell, or hold investments.
Consideration of lending and interest rates



FINANCIAL VS. MANAGERIAL ACCOUNTING

Financial Accounting Managerial
Emphasis is placed on providing accounting standards It is prepared according to the appropriateness of the
(TFRS) for "external" users for transparency and "management"” to be used as a secret tool to gain a

international auditability. competitive advantage.



Professionalism. —
Bookkeeper A. Kawin
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According to the Accounting Act B.E2543, accountants must have the o Aalsiil

appropriate code of ethics and qualifications: - I & ﬂ?iﬁlmw g
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* Prepare accounts to meet reality and standards.
« Maintain information confidentiality of the organization.According to

the Accounting Act B.E. 2543, accountants must have the appropriate

code of ethics and qualifications:

» Knowledge of Altechnology and changing taxes

"Accountants are the navigators of the financial sea."
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PHASE 1: RECORDING & JOURNALIZING

W wang
Double Entry
Debit (Dr.): Left - Increased Assets / Reduced Liabilities / Reduced Equity @ ﬁﬂiﬁtﬁu# -

Credit (Cr.): Right - Reduced Assets / Increased Liabilities / Increased Capital Ei ﬁﬂﬂﬁ

o Liwgaviam,

Accounting Equations: :
!

Assets = Liabilities + Capital




PHASE2: CLASSIFICATION (THE LEDGER)

General Ledger

A ledger that collects all ledger
accounts to keep track of all

changes.

Categorization

Separate items of the same type
(cash, receivables, payables) for

order.

Posting Reference

Referencing the account page so
that traceability back to the

source (Audit Trail)



PHASE 3: TRIAL BALANCE (unaaa)

Statements made to prove the accuracy of accounting

according to the principle of double accounting.
The total debit amount must always be equal to the credit!
* Check for initial errors

* It is used as a basis for the preparation of financial

" Assists ip cdosing accounts at the end of the period.

Strategic Check:

Ifthe trial budget is not reasonable. It indicates that

there is an error in the posting process or the

calculation of the balance, which must be checked

immediately.




BALANCE SHEET

Assets Liabilities and Equity (L+E)

Current assets: cash, receivables, inventories Current liabilities: trade payables, short -term loans.

Non-current assets: land, buildings, equipment Long-term liabilities: debentures, bank loans.

Intangible assets: copyrights, patents VAWI yj Owner: Capital, Retained Earnings

"Snapshot of WealthT V&4 WOp "



INCOME STATEMENT

100%
Revenue cCOGSs Net Profit

Net Profit = Revenue - Expenses



ACCOUNTING Al & AUTOMATION 2026

7 Reaktime Reporting: Cash inflow data is updated second by second.

7 Predictive Cash Flow: Al Forecasts Cash Flow6 Months Forward

» Zero-Touch Bookkeeping: 100% automated account entry from slips and

invoices.




ESG & SUSTAINABILITY REPORTING

G

Q00

social

Accounts for a Sustainable World
Currently, investors don't just look at profit figures, they
want to see nonfinancial data:

* Environment: Carbon emissions and resource use

* Social: Employment Ethics and Social Responsibility
* Governance: Transparency and Anti-Corruption



Questions & Discussion

— : -

"Accurate accounting is the foundation of a strong strategy." L‘IJWN'IU @
& Anlmdu’
Strategic Insights byA. Kawin ™ ylsla
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CHAPTER 07
Marketing

The compass and the core of

success in the era of the borderless economy




|The Importance of Marketing in the New Era

@ Free Trade Era: Open Competition Under the WTO Framework

o The New Economy: Globalization and the Role of Information

Technologyc

© E-Commerce: A Marketing Channel That Grows by Leaps

and Bounds The value is hundreds of billions of baht.

@ The heart of the organization: Marketing is a tool to

achieve both business and non-profit objectives.
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| Definition of "THE MARKET"
0

Narrow meaning Broad meaning

A place where buyers and sellers meet to agree to A group of individuals or organizations that have Needs &
exchange goods or services, and ownership of that thing Wants are willing to Ability and purchasing power

takes place.

Crucial: Demand + Purchasing Power = Effective Market




l Definition of MARKETING

Peter Drucker William J. Stanton Dr. Philip Kotler

"The effort has made sales wider and "Business activities that affect each "Activities that human beings do to

as fast as possible." other to meet the needs of current satisfy their needs through Exchange
and future customers" process."

"Marketing is the process of planning and managing concepts, pricing, promotions, and distribution. "



I MARKETING FUNCTIONS

Marketing serves to bridge the gap between producers and consumers in 5 dimensions:

(Place) (Time) (Perception) (Value) (Ownership)
Types of Main Functions:

o Trading Function: Buy (Right Quality/Time) and Sell o Facilitation functions: Product Standards, Information,
(Promotional Mix) Insurance and Finance
@ Distribution duties: transportation, warehouse

management, orders.



|EXCHANGE Functions

r—

Buying Selling

Study customer needs to determine the right quality, Generate demand through Promotional Mix:

quantity, and source of purchase (5 Rights) = Advertising

* Sales Promotion
* Personal Selling
* Public Relations (PR)




PHYSICAL DISTRIBUTION

Objective: Deliver the right product to the right place. At the

lowest cost.

o Customer Service: Gain an Advantage with Service
© Inventory: Manage raw materials and finished goods.
o EDI System: Electronic Data Exchange

o Packaging: Protecting products and creating market value

es in cross-border e-commerce logistics s

AA

Cross-border logistics
consolidator

17gs |
Cross-border
e-commerce platform

Cross-border
e-commerce platform

"

a" -*

Cross-border logistics
consolidator

<



I FACILITATING

Activities Importance to Marketing

Product standardization It makes it easier for the buyer to make a decision (egg grade, golden weight).
Marketing Information Quick data to use to determine strategies over competitors
Insurance Reduce the risk of freight and disasters

Finance Coordinate income-expenses and resource allocation.



|Marketing Information System (MKIS)

Key Elements of MKIS for Accurate Decision Making

- (ten)

= I Q

Internal Records Marketing Intelligence Marketing Research

Order Cycle, Sales Data and Current Monitor environmental movements to Design research to find answers to
Performance adjust strategies. marketing problems.

Decision Support System (DSS): Using mathematical and statistical tools to find the best outcomes.



| Market Environment

Internal Environment (Controllable) External Environment (Uncontrollable)
* Marketing Mix (4Ps): Product, Price, Location, Promotion * Micro: Suppliers, Intermediaries, Customers, Competitors,
* Funds and financial status Communities

* Personnel Quality and Corporate Image

* Research and Manufacturing (R&D) Capability * Macro: Demography, Economy, Physics, Technology,

Politics



| Microscopic external environment

Groups that closely influence the operation:

Marketing Intermediaries Target Market Public Groups
Merchants and agents who help sell and Consumer, Industrial, Intermediary, Financial institutions, the media,
distribute products. Government and International Markets government agencies, and the general

public.




| Driving force at the macro level

© Demographic: Changing Age Structure and Family Patterns © Political: Business Law and Consumer Protection Groups
© Economic: Purchasing power Real income and liabilities © Cultural: Core Values and Beliefs That Influence Consumption
o Technology: Innovation and R&D Budget

© Physical: Shortage of raw materials and pollution

WRUY @
& Aelkidu .
& mlxle




| Marketing Management Process

Analvze Plan Operation Control
SWOT Analysis & Market Marketing Strategic Planning Organization & Monitoring & Performance
Opportunity Implementation Control

Heart: Creating satisfaction through exchange to achieve organizational objectives.



Strategy and positioning

Product Positioning (USP)

Creating a unique image in the minds of consumers compared to competitors:

1. Important, 2. Dominant, 3. Superior, 4. Communicable. 5. Privileged

o Mission: The Basic Mission of Business o Marketing Mix (4Ps): Practical Strategies

© STP: Market Segmentation and Target Audience Selection © Research: Troubleshooting and upselling tools



I MARKET FORECASTING

Predicting future demand for accurate planning:

& Short-term forecast: for procurement and production
scheduling.

@ Long-term forecast: for investment and expansion of
factories

@ Qualitative: Use experience and premonition.

:
:

L]

@ Quantitative: Uses mathematics and historical data.




GREEN MARKETING

Pursue sustainable profits, not maximum profits.

o Green Product: Biodegradable Products Non-polluting
o Eco Price: Environmental costs reflected in prices.
o Sustainability: Competitive for Society

© Education: Educating is not just for sales.




Questions & Discussion

"Great marketing is creating superior value for customers."

kawinphat.le@ssru.ac.th

090 328 7936
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Chapter 8
Production Management

Increase efficiency Create quality and drive business to success.



I Definition of Production Management

o ——
of -
. 9

Production Manufacturing Management (MGMT)

Making, assembling or creating products through Processes that form a production system to achieve output
Processing from raw materials to create added value for that meets targets, such as budget allocation and quality
products. control.

"Production management guarantees that the results meeft the set targets.”



| Importance to Business Organizations

01

Increase efficiency

Control the use of production
factors to make the most effective

effect. Reduce losses

02

Increase quality

It enables organizations to control
production standards to meet

predetermined standards.

03

Convenience and speed

Establish clear policies that make

system development easy and timely



| Main Purpose of Production

@ Aaua W (Quality): a3 19HAAATIAULIATETIUNAIANTS
@ uannn (Productivity): LUIHULTIBU Input vs Output &4an

© 1a: dsleunanNuNlanuan
< arugangu: Uiudmauanudenisindaouly




|3-step production stage

Primary Secondary Tertiary
Direct use of natural resources such as Primary output is processed into industrial Services and facilities such as
cultivation, forestry, fisheries, products. transportation, banking,



| Adding Utility

Format Business examples

Form Changes Processing paddy into rice or rubber into tires.
Change of Place) Transport sugarcane to sugar mills or deliver goods to retail stores.
Time Changes Preservation of canned fruits or the production of seasonal sweaters.
Change of Possession Transfer of rights through middlemen or real estate brokers
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| Factors of Production

* Natural resources: forests, rivers. Land Basic issues to consider
* Capital: Objects, capital (machines) and capital
" Labor: both physical and human brain strength. 1. What to produce?

Entrepreneurship: Gathering factors for production 2. How to produce?

3. For whom to produce?




|Application of Information Technology

& P 56

Modern machines Design (CAD) I Wyl UUREE

Increase speed Reduce manual labor Invent a variety of new styles to Use computers to store data and

and reduce unit costs. meet the highest satisfaction. analyze the results in real time.



SECTIONO2:
Quality Management

"Good quality means getting the production right from the beginning and

satisfaction exceeding customer expectations."




I Hierarchy of Quality Management

Quality Control Quality Assurance Total Quality Mgmt
Emphasis on Inspection Emphasis is placed on preventing problemd=veryone is involved and aims for excellence
Hierarchy of Quality Management in advance according to the work plan throughout the organization.

system.




| Key Components of TQM

Foadl
o

L Jd

Customer Oriented

Focus on customer needs as the

center of management.

fad

Continuous Improvement

Continuous process improvement

(Kaizen) for efficiency

Employee Involvement

Everyone in the organization
participates in the development and

problem solving.



|4 Dimensions of Product and Service Quality

V' Standard: Technical/Regulatory Requirements V' Efficiency: Cost-effective and time -effective

v Performance: Practical Ability v Satisfaction: Meets your needs



SECTIONO3
Warehouse Management

Strategic Warehouse & Logistics Management




|Warehouse Management (WMS)

Software that boosts competitiveness: €186 Ot WA
o Inventory accuracy - Manufacturing Support
Shorten the time it takes to order the ordering process. MR RS
€ Reduced storage costs
- Consolidation
- Break Bulk

Related Technologies: Barcode, RFID, Mobile Network, PDA
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Ut TR AT £AUR 0T AP0AYD &~ 1 1 weAWUVEIWE £x AT WA PT £4U0H 83 £U v /W ¢ U~ wling Ovjvie § EALROW ¢ TQM



Questions & Discussion

~
\
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™  Kkawinphatle@ssru.ac.th

090 328 7936


mailto:kawinphat.le@ssru.ac.th
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Administration | @'wwﬁ@;
of the New Era Office |

Strategic Office Administration & Digital Transformation



I THE MODERN OFFICE

Physical Digital (Modern Context)
Buildings or places for administration Manage data Virtual Office, or a virtual workspace connected via
and be a hub for people to achieve common the cloud, makes accounting, finance, and

objectives. document work boundless.




I Importance: The power of the organization

01 Data Hub 02 Memory Center 03 Service Hub

Receive, transmit, and collect Store history and important Facilitate employees and
information for business evidence for reference. coordinate external agencies.
continuity.

"Office performance is a reflection of organizational success."




I PRIMARY FUNCTIONS

EPaperwork: Storing and retrieving data “5HR Management: People Management and Training
®2Communication: Internal Coordination and PR @Accounting and Finance: Control the Budget

I;|Supplies: Office Supplies ¥ Control: 1ISO and QC



I SECONDARY FUNCTIONS

The modern office is not just administrative, it's also an

"Information center" that does:

* Analyze data to support management decision-

making

* Plan policies to support future expansion

* Integration of Network Technology System



I Objectives of office administration

Main Goals Expected Results

Centralization Centralize control for order.
Standardization Maintain consistent quality and throughput standards.
Efficiency Streamline work quickly to increase profitability and reduce fatigue.

Environment Create a satisfying work environment for employees.



I 1. STRATEGIC PLANNING

Short vs Long Office Design Technology
Operational plan of not more Plan office space and Organize traffic and
than 1 year and strategic plan environment. optimization software

of 3-5 years or more.



I 2. ORGANIZING

"Creating an effective workspace reduces

Org Chart for clarity of duties:

L o
- Define personnel responsibilities coordination time by up to 30%.

- Design Workflow Process
- Hybrid/Agile Layout




I 3. ACTUATING

a’ o v

Motivate people Develop skills OWUYk - & [
Build a good relationship between Evaluation and training to Use the principle of human
bosses and subordinates. empower employees relations to command and

coordinate.




I 4. CONTROLLING

—

Quantity & Quality Time Use
Ensure that the quantity and quality of office work Manage work time to achieve tasks (Deadlines
meet the set standards. Management)

ToolsyKPI Dashboards, Project Management Tools (Asana, Trello)



I Office Supplies Management

—

Key Benefits

®Processor: PC, Notebook, Accounting Software _Reduce costs and labor costs

®Document Production: Photocopier, Scanner, Offset
- Increased accuracy (reduces human error)

= Communication: IP Phone, VolIP, Video Conference
- Reduce boredom from repetitive tasks



| WART “ U URLR O 1Lk

Activities Best practices

Installation Installed in a ventilated area to reduce dust.
Knowledge Employees must study the manual and receive actual training.
Maintenance Regularly clean and check the system.

Security Unplug after work. Protection against electric shock and theft



I RECORDS CYCLE

—

1. Creation 2. Usage 3. Storage

Form design and record initial data Classify, sort and put into operation Store in a safe place for later reference.

Destination: When a document expires, it must be systematically "destroyed" to ensure data security.



I GOING PAPERLESS

Benefits of E -Document

[ ] . . .
100% reduction in paper resource consumption

* Easy search for information through the search engine system.

* Real-time collaboration around the world

« Reduce Physical Space




I THE FUTURE OF WORK

& 5] O

Al Automation Hybrid Model Cyber Security
Using repetitive document Balanced work-from-home Protection against data leaks in
management (RPA) bots and combination electronic systems

mail screening




Lesson Summary

mmé’ 61
Wayu

"The office is the heart that pumps information and
resources lo feed the organization.
Good management is about turning a ‘workload' into a

n

business opportunity.

ANY QUESTIONS?

= kawinphat.le@ssru.ac.th

ias 090 328 7936
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Business Ethics
and Social Responsibility

Modern Ethics, CSR, and ESG Frameworks in the Digital Era



I Learning Topics (AGENDA)

v \ 4
6Ié [ — g ‘
01 Business Ethics 02 CSR & Social 03 ESG Framework
Definition and Importance of Social responsibility and all New Era Sustainability Standards:
Virtue in Business Operations groups of stakeholders Environment, Social, Governance

A

A
& 2
wr

04 Digital Ethics 05 Implementation 06 Global Goals

New Challenges: Privacy, Al Creating an ethical culture in an Linking businesses to the UN SDGs

Ethics, and Data Transparency international organization



I What is Business Ethics?

"Business Ethics is not just about doing what's
legal, it's about doing what's 'right' for all

stakeholders."

°Honesty to customers and partners
@Justice in Personnel Management

°Transparency in financial and technological information




I Why do modern organizations need to be ethical?

Trust & Brand Risk Mitigation Employee Loyalty
Build long-term confidence in Reduce the risk of lawsuits or Employees are proud and want to
customers and investors. social opposition. work with a virtuous organization.

Golden Rule: "Profit must come from ethics"




Corporate Social Responsibility

(CSR) Business Social Responsibility




| CSR PYRAMID

—

1. Economic ( 'RUDYT ) 2. Legal (1] wU'6)

Its main function is to survive, be profitable, and be profitable. Operating within the framework of rules set by society

(Obey the law)

3. Ethical ( yUsuU0) 4. Philanthropic ( 4 ‘iU T RA)

Do what is right even without the law (Be ethical) Donating and Contributing to Society for Better Welt

being (Be a good corporate citizen)



From CSR to ESG

Today's business world has moved from CSR activities for

image to clear measurement standards such as ESG.

ESG is at the heart of the decisions of global investors in the
21st century to achieve true sustainability for the planet

and business.

"Sustainable Growth = Strategic Integration of ESG"

ENVIRONMENTAL,



I SUSTAINABILITY STANDARDS (ESG FRAMEWORK)

A4 PP i

Environmental Social Governance
Resource Management, Energy Labor care, human rights. Corporate Governance,
and Net Zero Diversity (DEI) and safety Transparency, Board of Directors

Structure and anti-corruption.




I ESG and Corporate Values

Percentage of investors who focus on ESG in their investment decision3020 - 2025 Trend):
EI:[TIJ (Europe)
85%

AW3FOLUINT (USA)

T2%

L9LT (Asia-Pacific)

60%

* Forecast data: Organizations with high ESG scores areb times more likely fo attract funding.



Modern Context:
Digital Ethics & Al

Ethics in the Digital Age and Data Protection



| New ethical challenges

@ .

M Data Privacy Al Ethics
Ethical collection and use of customer personal data Algorithm transparency, reducing bias in Al (BIAS),
(Compliance with PDPA/GDPR) and upholding human rights.

600 x 400




Business & SDGs

Integration of the 17 Sustainable Development Goals into the Business

Strategic Plan to Create Shared Value

Sustainability is not an option; it's the only path to the future.



| wAR AJU0e T A As n {CG PRINCIPLES)

Key principles Practical description

Accountability Responsibility for the results of decisions and actions
Responsibility Responsible for duty with sufficient competence.

Equitable Treatment Equitable and Fair Treatment of Stakeholders
Transparency Transparency, verifiability, and disclosure of necessary information.

Ethics & Vision Business ethics and a vision that creates value



I CODE OF CONDUCT

Creating an Ethical Culture:

* Tone from the Top: Leaders must be good role models

* Training: Regular ethical training for employees.

* Whistleblowing: A Safe Whistleblowing Channel

* Incentives: Reward employees who adhere to ethics.




I KEY TAKEAWAYS

Ethics is an intangible asset:

O /O 1. Strengthen Reputation Assets

. 2. Talent Acquisition
of customers are willing to

i : . Capital Advant
support socially responsible 3. Capital Advantage

brands.



Questions & Discussion

"Ethics is not something to do for others, but something to do for ourselves and the world in the

future."

W  kawinphat.le@ssru.ac.th

— 090 328 7936
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