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English usage in an introduction to office work: secretarial terminology, using office
equipment, handling telephones, making appointments, filing, arranging meetings, writing
basic business correspondence and related paper work; practice using Microsoft Office Suite
and secretarial skills in an office.
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2. ussneiilomuazdau Sy WUURNYiR
MsWguiufinnegsia
3. gnFRE1TUTINN1GIAT
4. asuguuiuy FBnsley uag
dundufinnegsia
5. i Anwndugiiefingu
ulamnuingusvasduay
lonlutiufinnsgsia
Aanssu/luau :
mMsWguiuiinnegsiauay
NINAADU
11 M3 deutuiinmegsia fanssumsiseunisdauy : 1. euftuwesuuy | 1. Usslluanmsdnaiu | nunassa
(3 %u.) | (Writing Business 1. Fnonu uansAuAnLiY WANY Uag wazdunafifouseving | naawd

Memorandums)

wazagUiifenlaealutudin
NagInaTINiu

2. Wiin@nwvhuuuRniauae
DRI

3. Win@nwlnieutudin
magsnalegldddniinay
duauiigndeamsngan

a. agUileovnilizou ivh

ADIUNUNIY UAZLRauAInN3

2.

TUsunsunInes
Noun
ONANFUIENBUNNS

o
b3gU

dou
2. Uszidiuannang
gnaslunisi

S o
LUUNNARLAZLUUNNYR
NUNIU
3. UsziliuannAy
QNADINIITALVDS

JUU 5%

Chaat!
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dUandi

fanssunisizeunsaau /

MydauazUssiliunag

i Wta/suaziden doiild o - Heou
Tusu (AadaunisUssidiv) |
(va1.)
fanssu/lueu
mMsWguiuiinnegsiauay
NINAEIY
12 mMsfsudanunig fanssunsiseunIsaeu : 1. Aennsaeu: 1. Uszdfiuannmsdnena | nunissal
(3 wu) | Wsans (Writing Fax 1. seauaupsanUAuAY ABNNIABTUUY wazdunafifouseving | nagwd
Messages) Aavtutuin@neieaiu NAWT LA dou
TngUsrasAuarnannisilou Tsunsunines | 2. Ussiduainany
Jomnumalnsans W gnaeslunisi
2. UsstneLomuazduay . NasUTENauMs | WUURNiR
mMaflgutenunisnsans Seu
3. 9NAIDENTIAIUN
nsans
4. agusunuy Bnsleu uay
dunudonnumalnsans
5. Wi Anunduguietingu
JulamnuingUszasiuay
lemluderumalnsans
Aanssu/duau
Mafigutanunielnsans
13 mMafsudanunig flanssunsiseunIsaau : . ABNIMBSIUU 1. Uszfiuannmsdnenu | nunissal
(3 ) | nsans (Writing Fax 1. fnau uansuAnLiY WANY Lae wazdunafifouseving | naawd
Messages) wagagUidonlanalu TUsunsuwniies | dou
FoaunangasTIniu WouR 2. Yszifiuanany
2. WilinAnwwhuuuiindouae | 2. tonans gnsslunisi
WAy Usgnounmsiieu | wuuilniauazuuuinin
3. Tiin@nwfnlsudoninu NUNIU
nalnsans lagldmdnyiuay 3. Uszidiuanany
duauiigndeamangan QNADINIITAUVDS
a. agUileovnilizou ivh a1 5%
ADUNUNIUY LASLRaUAINIY
fanssu/lueu
mMaflgutenunisnsais
14 msldlusunsugadtiney | Aanssumsiseunisaeu : pauIWasLUY | 1. Uszidluainmsdnais | nunissu
(3 %) | (Using Microsoft Office) 1. szomaneauanideuni NOWT LAz wardaunngiSeusening naaws

Antuiutindneieatu
Tsunsugadinauuseunan
§i199)

2. ussenenievnmsly
Tusunsuyad1ineu Outlook

3. gnfId 1S MSLTlUsLATY

TUSUATUNT
nesnen
TUsunsu
Outlook
Llan&ns

Jsgnaunsideu

dou

2. Usziliuannang
gndeslunisi
WUURNARLagLUUEnge
NUNIU

3. Usgliiuannany

99
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dUandi

fanssunisizeunsaau /

MydauazUssiliunag

i wda/518a1080 Hofild o - Nelou
Tuau (fadaunisusadiv) |
(yu.)
Yndntina1u Outlook gndisesHanuiaia
4. Fnony wanaANARLY Tagnsidlusunsy
uazasuIsMslelusunsuye d593U Outlook
d11ingu Outlook AU 4. Useliivannuanzuuu
5. WihAnwndugitetin MNARBULDY (U
Bnsldlusunsugadtinau UHUR) 10%
Outlook
6. hinAnwivhuuuiindinuay
LayTILAU
7. hinfAnwRnllusunsy
Outlook Lﬁammammmi
wazaudinaIuau
donun1seififnun
8. agtitlomiiFou v
ANDIUNUNIY LaZLaas AN
Aanssuluau :
msnaaeunslilusunsuyn
d11ingu Outlook
15 msldlusunsugadtiney | Ranssumsiseunisaeu : 1. Fensaou: 1. Uszidfiuanmsdnas | nunassu
(3 %) | (Using Microsoft Office) 1. szomanesuaniUdeunin ABLTILABSUUY wardaunngiSeusening qaqw§
Antuiutindneieatu NANWY WA dou

Tsunsugadinauuseunan
§i199)

2. ussenenievnmsly
TUsunsuyad1iney Excel

3. gnfeg1 N IilUsLATY
yadtinau Excel

4. Fnony wanIANARLY
uazasUIsMslelusunsuye
d11inenu Excel sauAu

5. Wi Anwndugitetin
Bnsldlusunsugadtinau
Excel

6. lhinAnwivhuuuiindinuay
LRaIINAY

7. hinfAnwRlnllusunsy
Excel Lﬁ@mmmmmﬂm:
g nusLdaIun1sei
AU

8. agtitlomiiFou v

ANDIUNUNIY UazlaauAnIl

TUsunsumnes

Noun

2. deonsdeu:

TUsunsu Excel

3. AET

Usznaunissey

2. Usziliuannang
gndeslunisi
WUURNARLagLUUEnge
NUNIU

3. UsziduannAiy
gndisesHanuiaia
Tagnsidlusunsy
dn593U Excel

4. Uszfluannuanzuy
AINAEDUYDY (@D
UAUR) 10%
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dUandi

(wu.)

o/ v =
NAVA/3INY[SLYA

fanssunisizeunsaau /

Tuau

fdanld

MydauazUssiliunag

(Fadaunisusziiiu)

v
GR)?
v

nanssu/lue :
mnageunsllusunsuyn

d11inanu Excel

e serinenaeu IananssuRnnuluddnnundnansniwdeingeesia kazuseiduainnisdnaunag

dunagiSeuseninamliney 10%

5.2 N159Akazn1sUsEIiUNa

1) ATIONG :

2) myUszidiuna : Mszuu O Ssngu M anaeivesmnineds i

- ATLUUTENINNIA Seway 70
O NSHARIUNUIMANYRLUNTHNBUTIAA 10%
O NUWEWBNATNMTUTEIUNNEINA 10%
O vudsuanmnedidnvseing 10%
O NUWUTUNNNIIGINALTDANUNIANTANS 10%
0 mIvedeUgosnISFessTUUNMIIALTenanS 10%
O msveaeudes (M3aeulfiinisldlusunsudnsagl) 10%
O msAnauludinaumdngnsnedingugsna 10%

- pzkuuUaENA Seway 30

1%
v

FLAUASHUY (ATLUU) IEAUNANITLIU

90-100 A

85-89 B*

75-84 B

70-74 c

60-69 C

55-59 D*

50-54 D

0-49 F
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6.1 LNATHAZAITINEN
Kanokwan Kunlasuth. (2016). English for secretarial and office work. Bangkok: Suan Dusit
Graphic Site.

[

6.2 LPNaE1suataadIAgY

[

6.3 nasuatayaLuz
AN AINAU. (2550). IaLena)sieg Dianniuadeuasannumnu: Effective filing system.
NTUNN: AN TULRUNAHAAUAIF.

&Y s

wigyunn dwfle. 2553, Microsoft Office 2010 avfuauysal. njawmwe: wod Al & Jad.

4329A UnA. (2540). N159ANI518NAI5 Records management. NINNA: wATiANSURS.
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Addison-Wesley Publishing Company.
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Press.

Thomson, K. (2007). English for meetings. Oxford: Oxford University Press.

Toselli, M. & Millan, A. M. (2006). English for secretaries and administrative personnel.

Madrid: McGraw-Hill.

viaail 7 msuszifiunasuSuusansaniunisvesseiv
7.1 nagnsnsussiiulseansnavasseIvalaginfne
thAnwsuiiudsyavsamnsaeuiiiugGouud ey Ussavsamnsdnmsiounisaou
199918391 F2ufieiEmsanu nsdafanssuislukarueniiesFou Aauayunmadou Bnsiauay

Uszilung wavdatauakuziioinn1susul e dn
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7.2 nagnsn1susEiiunEay
Tdwuuyseiiiudseansnmnisannisiseunisasusaulay Inelnuenssun1suse uNaIna
lnenangnsn1wdengugsna wavamuzuyweransuardiaumansiudeonuuuiuuyssidu iy

6 Yo

swsteyn warlinsgideyn Tuazvioundudennsddiufiateunsaeu
7.3 mM3UFuuaniseaau
thwansussduiléanded 7.1 way 7.2 idfuussnsFounisaeu lnstwansuszidulay
forauouuy iuuzmsiansiounisaoulunadasely
7.4 mMsmudauaasguraduguivastindnulusieien
1) Usziiutoaause v inseunauuazaon A odUALaninNg vt el vIkas AT aAIue
UsIaLlBunvessedu (UAe. 3)

2) ARRIULAEATITHBUNANITLTEUVDIINANYINININT I WazTieynnalukiazI18I¥1ves

madeuiiue
3) mudpukansFeuivestinAnwsmifuornsdusssnein fusufusolul
/15Uy
NAAWSNIIBEUS NHANTIUAIY AZUWUUEDU uiilgdSusaunng ATSUERIUNUMN
FuRagauwaznIs (wuudniia Taseeu | auyfdqedinyenis
faausauTunns 31897) AATZATIAAY/
97U nsdeas/ nsld
wialulagansauwne
AAISTIN A385I3U v 4 v
AU v v v
Nnwen g v v v
ANLEUTLS YNNG v v v
UAPAKAZAI Y
fulnvou
NWENTAATIEIT v v
Fau nMsdeans way
nsldimalulad
aNSaAUmA

7.5 MIANIUNITNUNIULAZNITINUNUUTUUTIUSE AN NA YR8

1) 91938E@pUANTIUNTNIUABUAIAULEY MM TUTEEIUNSISBUIveinAnwinuisnis
U0 7.4

2) nsdliinansFeuivesneinddlldvsyansaa enansdiaeuazlilenmatindnusulss

Usuuguilalamumnudndudusensd
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	4.1 แผนพัฒนาและการประเมินตามผลการเรียนรู้แต่ละด้าน

