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Abstract

This study aims to investigate the working processes of the General Administration Section, A
faculty, a University: and the result will improve working processes and propose ways to improve working
processes to relevant departments of a faculty. The 16 staff from 6 units in the General Administration

Section were interviewed about the working processes of their tasks assigned. The data obtained was used
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to analyze Job Description According to Daily Management: JDM, KPI Dictionary, and working process with
SIPOC Model (Pre working process improvement). Then the results were presented to the supervisors for
internal audit. Once the internal audit completed, the auditors reported the audit conclusion to analyze
the Job Description According to Daily Management: JDM, KPI Dictionary, and working process with SIPOC
Model (Post working process improvement) then applied the ECRS principle in improving the working
process of the General Administration Section, a faculty.

This study found that the 16 staff were appreciated and kindly cooperate for the interview about
their working information. The staff was involved in analyzing and arrange the job description according to
daily management: JDM, KPI Dictionary, and working process with SIPOC Model (Pre and Post working
process improvement). Moreover, in the process of internal audit, there is the administrators of the faculty
working as the auditors with the officers, unit supervisors, and section supervisors to analyze working
processes. This process helped the administrators understand the working process in the organization and

created a workflow with sequences steps and working standards that the staff can work effectively.
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