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ABSTRACT
This article is prepared from the registration of the course BU15334 Co-Operative
Education in Management, on the topic of work manual to Increase the Efficiency of the

Assistant corrdinator Position in One Music department, One Thirty One Co.,Ltd. The objectives
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of the study are 1) to study the work process from the beginning to the end of the coordination
work of One Music Department, One Thirty-One Co., Ltd. 2) to create a work manual for
the position of assistant coordinator of One Music Department, One Thirty-One Co., Ltd. and
3) to reduce the time spent on teaching the work of the coordination staff of One Music
Department, One Thirty-One Co., Ltd. The problem was that there was no assistant coordinator
position and the work process has many details and steps. If there is no knowledge or
understanding of the work, mistakes can occur, which will affect the company's reputation.
Therefore, the author has created a work manual to increase the efficiency of the assistant
coordinator position and tested it. It was found that it can be used as a work manual for
employees in the assistant coordinator position. Therefore, the author has created a work
manual to increase the efficiency of the assistant coordinator position and tested it. It was

found that it can be used as a work manual for employees in the assistant coordinator position.

Keywords: Coordination, Assistant Coordinator Position, Operation Manual,

Efficiency Improvement
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