
CHAPTER 09
Administration 

of the New Era Office

St rat egic Office Administ rat ion & Digit al Transformat ion



Physical

Buildings or places for administ rat ion Manage dat a 

and be a hub for people t o achieve common 

object ives.

Digital (Modern Context)

Virt ual Office, or a virt ual workspace connect ed via 

t he cloud, makes account ing, finance, and 

document  work boundless.

THE MODERN OFFICE



"Office performance is a reflection of organizational success."

01 Data Hub

Receive, t ransmit , and collect  

informat ion for business 

cont inuit y.

02 Memory Center

St ore hist ory and import ant  

evidence for reference.

03 Service Hub

Facilit at e employees and 

coordinat e ext ernal agencies.

Importance: The power of the organization



Paperwork: Storing and retrieving data

Communication: Internal Coordination and PR

Supplies: Office Supplies

HR Management: People Management and Training

Accounting and Finance: Control the Budget

Control: ISO and QC

PRIMARY FUNCTIONS



The modern office is not  just  administ rat ive, it 's also an 

"informat ion cent er" t hat  does:

• Analyze dat a t o support  management  decision-

making
• Plan policies t o support  fut ure expansion
• Int egrat ion of Net work Technology Syst em

SECONDARY FUNCTIONS



Main Goals Expected Results

Centralization Cent ralize cont rol for order.

Standardization Maint ain consist ent  qualit y and t hroughput  st andards.

Efficiency St reamline work quickly t o increase profit abilit y and reduce fat igue.

Environment Creat e a sat isfying work environment  for employees.

Objectives of office administration



Short vs Long

Operat ional plan of not  more 

t han 1 year and st rat egic plan 

of 3-5 years or more.

Office Design

Plan office space and 

environment .

Technology

Organize t raffic and 

opt imizat ion soft ware

1. STRATEGIC PLANNING



Org Chart  for clarit y of dut ies: "Creat ing an effect ive workspace reduces 

coordinat ion t ime by up t o 30%."- Define personnel responsibilities
- Design Workflow Process
- Hybrid/Agile Layout

2. ORGANIZING



Motivate people

Build a good relat ionship bet ween 

bosses and subordinat es.

Develop skills

Evaluat ion and t raining t o 

empower employees

ŎŴ‛Ũ⅛ǽּצŧ · ŧוּً ‌‛

Use t he principle of human 

relat ions t o command and 

coordinat e.

3. ACTUATING



Toolsχ KPI Dashboards, Project Management Tools (Asana, Trello)

Quantity & Quality

Ensure t hat  t he quant it y and qualit y of office work 

meet  t he set  st andards.

Time Use

Manage work t ime t o achieve t asks (Deadlines 

Management )

4. CONTROLLING



Key Benefits

- Reduce cost s and labor cost s

- Increased accuracy (reduces human error)

- Reduce boredom from repet it ive t asks

Processor: PC, Notebook, Accounting Software

Document Production: Photocopier, Scanner, Offset

Communication: IP Phone, VoIP, Video Conference

Office Supplies Management



Activities Best practices

Installation Inst alled in a vent ilat ed area t o reduce dust .

Knowledge Employees must  st udy t he manual and receive act ual t raining.

Maintenance Regularly clean and check t he syst em.

Security Unplug aft er work. Prot ect ion against  elect ric shock and t heft

ẃǺּבĪ Ī ‛ŲǼ‌‛ŲءŵŲּבĪ Ǿ‛⅛ŌּרŵŲءĪ



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

1. Creation

Form design and record init ial dat a

2. Usage

Classify, sort  and put  int o operat ion

3. Storage

St ore in a safe place for lat er reference.

RECORDS CYCLE



Benefits of E -Document

• 100% reduct ion in paper resource consumpt ion
• Easy search for informat ion t hrough t he search engine syst em.

• Real-t ime collaborat ion around t he world

• Reduce Physical Space

GOING PAPERLESS



AI Automation

Using repet it ive document  

management  (RPA) bot s and 

mail screening

Hybrid Model

Balanced work-from-home 

combinat ion

Cyber Security

Prot ect ion against  dat a leaks in 

elect ronic syst ems

THE FUTURE OF WORK



Lesson Summary
"The office is the heart that pumps information and 

resources to feed the organization.
Good management is about turning a 'workload' into a 

'business opportunity.'"

ANY QUESTIONS?

kawinphat .le@ssru.ac.t h

090 328 7936
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