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Announcement of Thammasat Business School, Thammasat University

Subject: Recruitment of University Employees, Academic Support Staff Recruitment No. 4/2569

Thammasat Business School, Thammasat University, wishes to recruit and select
individuals for appointment as University Employees, Academic Support Staff, with details as

follows:

1. Position Available

General Administration Officer (Practitioner Level) Bachelor’s degree 1 positions

2. Salary and Compensation
- Salary Bachelor’s degree THB 21,250 per month
- Special compensation Up to THB 5,000 per month

(Subject to the criteria and conditions prescribed by Thammasat Business School.)

3. Applicant Qualifications
3.1 General Qualifications

3.1.1 Applicants must possess all qualifications specified in Category 2, Clause 11
of the Thammasat University Regulations on University Employee Personnel
Administration, B.E. 2559, attached to this Announcement.

3.1.2 Male applicants must have been exempted from military conscription or
have completed military service.

3.1.3 Applicants must be able to work at both Thammasat University, Tha Prachan
Campus, Bangkok, and Thammasat University, Rangsit Campus, Pathum Thani,
and at other locations as assigned.

3.1.4 Applicants must have a passing result for the General Knowledge and Ability
Test (Part A) administered by the Office of the Civil Service Commission
(OCSQ), valid for no more than 2 years from the date stated on the evidence
of passing until the application closing date; or a SMART for Work test result
from the Thammasat Competency Test Center - TCTC , Thammasat Business
School, covering all 3 sections—Mathematics, Reading, and English—with a
total score of at least 50%, valid for no more than 2 years from the date

stated on the evidence of passing until the application closing date.



3.1.5 Applicants must submit a TOEIC, TU-GET, or TU-STEPS English proficiency
test result, of any one type, valid for no more than 2 years from the test
date stated on the evidence until the application closing date.

3.1.6 Buddhist monks and novices are not eligible to apply for or take the selection
examination for appointment. This is in accordance with the letter of the
Department of Cabinet Secretariat, Administrative Division, No. Nor Wor 89/2501
dated 27 June B.E. 2501, and Clause 4 of the Order of the Supreme Sangha
Council dated 28 September B.E. 2564.

3.2 Position-Specific Qualifications

- Applicants must hold a bachelor’s degree or an equivalent qualification of
no lower academic standing.

- Applicants must have a good command of English, both in communication
and written documentation. (Applicants with a TOEIC score of 550 or above will be
given special consideration.)

- Applicants must be proficient in basic computer applications, including
Microsoft Office, Google Workspace, Canva, and other relevant software.

- Applicants must possess good skills in using social media for professional
purposes, graphic design, and online information research.

- Applicants must possess a professional demeanor, together with good
coordination, communication, and document management skills, as well as sound
judgement and the ability to resolve unforeseen issues effectively.

- Applicants must be able to work effectively as part of a team and maintain
positive working relationships with others.

- Applicants must possess basic data analysis and report-writing skills.

- Applicants must be able to manage multiple tasks simultaneously and
perform effectively under time constraints.

- Applicants must be detail-oriented, systematic, and capable of prioritising
tasks and ensuring their successful completion.

- Applicants must possess knowledge and understanding of document
management and the principles of organisational administration.

- Applicants must be capable of analysing, synthesising, and summarising
information, as well as preparing accurate and comprehensive meeting minutes

covering all key matters.



- Applicants must be available to work outside regular working hours,

perform duties off-site, and travel to other provinces as assigned.

Assigned Responsibilities (based at Thammasat University, Tha Prachan Campus)

1. Provide operational support for the International Affairs Unit.

2. Administer and coordinate visa and work permit applications for
international personnel and students.

3. Coordinate the admission, reception, and support of international
students under the TISR Programme, as well as inbound and outbound student
exchange programmes.

4. Coordinate international academic conferences, training programmes,
and short-term lecture programmes for overseas partner institutions.

5. Liaise with overseas educational institutions and organisations regarding
the establishment and renewal of academic cooperation agreements (Memoranda
of Understanding: MOUs).

6. Prepare public relations and promotional materials, including the design
of documents, brochures, and presentation materials for the Unit’s programmes
and activities.

7. Prepare official correspondence and related documentation, including
internal memoranda, budgetary and procurement documents, reports, and
minutes of meetings for relevant committees.

8. Maintain, organise, and regularly update the Unit’s database systems to
ensure that all information remains accurate and current.

9. Perform any other duties as assigned by Thammasat Business School.

Application Procedure
3.3 Applications must be submitted online in accordance with the following procedures:

3.3.1 Applications are open from 10 September B.E. 2569 to 28 September
B.E. 2569 via www.tbs.tu.ac.th >> About Us >> Job Opportunities >> Log in
to the application system, and attach supporting documents (please
combine all application documents into one PDF file).

3.3.2 Applicants must read and fully understand this recruitment announcement
and all instructions for this recruitment, and must comply completely and
correctly with every requirement specified herein. Failure to comply with
the Announcement will result in ineligibility to take the examination for

the position.



3.3.3 Submission of an online application shall be deemed the applicant’s
signature and certification that the information provided is accurate,
in accordance with the Electronic Transactions Act, B.E. 2544 and B.E. 2551.
Therefore, any applicant who intentionally provides false information
shall be liable for making a false statement to an official under Section 137
of the Criminal Code.

3.3.4 Pay the application fee 100 bath (once paid, Thammasat Business School will

not refund the fee under any circumstances) by bank transfer to the following

account:
Bank : Bangkok Bank
Branch : Thammasat University - Rangsit

Account type : Savings
Account name : Thammasat Business School, Thammasat University

Account No. : 091-0-19008-1

3.3.5 Transfer the application fee and submit proof of transfer via Google Form:

https://forms.gle/4ANCAPCJkppPriT6S6 (an automatic confirmation message

will be sent after successful submission of the proof of transfer), or use the
QR CODE below. For inquiries, please contact Ms. Chanisa Sittisak, Finance
Unit, Accounting and Finance Division, Thammasat Business School,

at e-mail: chanisa.s@tbs.tu.ac.th , fax: 02-696-5704, tel.: 02-696-5707. Proof

must be submitted by Tuesday, 29 September B.E. 2569 in order to be

eligible for this selection examination.

QR CODE for submitting proof of application-fee payment

3.4 Applicants shall attach the following documents to their applications:
3.4.1 One copy of evidence of educational qualification (degree certificate).
3.4.2 One copy of the academic transcript.

3.4.3 One copy of the house registration.


https://forms.gle/4NCAPCJkppPr1T6S6
mailto:chanisa.s@tbs.tu.ac.th
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3.4.6

3.4.7

3.4.8

3.4.9

One copy of the national identification card.

One copy of evidence of exemption from military conscription or completion of
military service (male applicants only).

One copy of a medical certificate issued no more than 6 months prior to
submission.

One recent front-facing photograph, without a hat or glasses, size 1 or 2
inches, taken no more than 6 months prior to submission.

One copy of evidence of a passing result for the General Knowledge and
Ability Test (Part A) administered by the Office of the Civil Service
Commission (OCSC), or a SMART for Work total-score result from the
Thammasat University Competency Test Center, Thammasat Business
School, covering all 3 sections—Mathematics, Reading, and English—with a
total score of at least 50%; the result must be valid for no more than
2 years from the date stated on the evidence until the application closing
date.

One copy of a TOEIC, TU-GET, or TU-STEPS English proficiency test result,
of any one type, valid for no more than 2 years from the test date stated on

the evidence until the application closing date.

4. Selection Criteria

4.1 Selection shall be conducted in accordance with the Criteria and Procedures for

4.2

Recruitment and Selection of University Employees, Academic Support Staff,
attached to this Announcement.

Determination of applicants eligible to participate in the selection and of
successful candidates shall be at the discretion of Thammasat Business School.
Such consideration shall be conducted equally and without discrimination or bias
on the basis of sex, age, religion, or skin color, with primary consideration given to

knowledge and ability, attitude, and personality suitable for the position.

5. Announcement of Eligible Applicants and Selection Schedule

5.1 The list of applicants eligible for selection will be announced on Monday,

5 October B.E. 2569 at www.tbs.tu.ac.th >> About Us >> Job Opportunities.
For further information, please call 02-696-5702.



5.2 The written selection examination is scheduled for Friday, 9 October B.E. 2569,
from 09.00 - 11.00 hrs. at Computer Room 309, 3rd Floor, Thammasat Business
School, Thammasat University, Rangsit Campus. (The time and venue may be
changed as appropriate.)

5.3 The list of candidates who pass the written selection examination and the schedule
for the interview will be announced on Friday, 16 October B.E. 2569 at

www.tbs.tu.ac.th >> About Us >> Job Opportunities.

6. Recruitment of University Employees (Thammasat Business School) and Establishment

of a Reserve List

The Faculty of Commerce and Accountancy, Thammasat University, shall recruit
University Employees based on the order of merit of the successful candidates. Candidates
selected for employment must meet all general qualifications and position-specific
qualifications as stipulated in this recruitment announcement and must obtain approval for
employment from Thammasat University. A reserve list of successful candidates shall be
established and shall remain valid for a period of one year from the date of
the announcement of the selection results. Upon expiration of the aforementioned period,

the reserve list shall be deemed cancelled.

Announced on 8 September B.E. 2569

_Bos

(Associate Professor Dr.Niti Rattanaprichavej)
Associate Dean for Administration

Acting on behalf of the Dean



Category 2

Qualifications of University Employees

Clause 11 General Qualifications and Disqualifications

A person to be appointed as a University Employee must possess the following general

qualifications and must not have any of the following disqualifications:

(N) General Qualifications

(1) Must be of Thai nationality or another nationality (pursuant to the Thammasat
University Announcement on Criteria and Procedures for the Employment of
Foreign University Employees, B.E. 2560, Clause 5(1), which requires general
qualifications and absence of disqualifications under Clause 11 of the Thammasat
University Regulations on Personnel Administration, B.E. 2559, and the person
must not be a full-time employee of another organization).

(2) Must be at least 18 years of age but not more than 60 years of age.

(3) Must uphold the democratic system of government with the King as Head of

State.

Disqualifications

(1) Holding a position as a political official.

(2) Being a member of the executive committee of a political party or an official of a
political party.

(3) Being under suspension from government service or work, or having been
ordered to leave government service or employment under any law, regulation,
other rule, or these Regulations.

(4) Having previously been subject to severe disciplinary punishment, or having been
removed, dismissed, or discharged from government service, a state enterprise, a
public organization, or a government agency for disciplinary or ethical
misconduct.

(5) Having previously committed fraud in an examination for government service or
employment in a government agency.

(6) Having been sentenced by a final judgment to imprisonment, except for an
offense committed through negligence or a petty offense.

(7) Being a person whom a court has ordered to be bankrupt.

(8) Being an incompetent or quasi-incompetent person.

(9) Being a person of unsound mind or otherwise mentally incapacitated.

(10)Having seriously improper conduct or moral deficiency.



Criteria and Procedures for Recruitment and Selection of University Employees,

Academic Support Staff

To ensure that the recruitment and selection of University Employees, Academic
Support Staff, is flexible and expeditious and is consistent with the resolution of the University
Executive Committee at Meeting No. 17/2559 held on Friday, 28 November B.E. 2559, it is
deemed appropriate to revise the criteria, steps, and procedures for recruitment and selection of

University Employees, Academic Support Staff, as follows:

(1) Written Examination

The written examination shall consist of 2 stages as follows:

Stage 1
Applicants for selection must have the following test results:

1) A TOEIC, TU-GET, or TU-STEPS English proficiency test result, of any one type, valid
for no more than 2 years from the test date stated on the evidence until the application
closing date, for consideration.

2) A passing result for the General Knowledge and Ability Test (Part A) administered by
the Office of the Civil Service Commission (OCSC), valid for no more than 2 years from the
date stated on the evidence of passing until the application closing date; or a SMART for Work
test result from the Thammasat Competency Test Center - TCTC , Thammasat Business
School, valid for no more than 2 years from the date stated on the evidence of passing until

the application closing date.

Stage 2
Applicants who have the test results required in Stage 1 must take a position-specific
knowledge test and/or a practical test relevant to the duties of the position for which
selection is being conducted. The full score shall be 100 points, and candidates must obtain at

least 50% of the full score to pass.



(2) Interview

Candidates who pass the written examination must take an interview examination.

The full score shall be 100 points, and candidates must obtain at least 50% of the full score to pass.

(3) Criteria for Successful Candidates

Successful candidates must meet the following selection-score requirements:

(1) Have the test results specified in Items 1.1 and 1.2 under Stage 1 of the Written

Examination; and

(2) Obtain at least 50% of the full score in Stage 2 of the Written Examination; and

(3) Obtain at least 50% of the full score in the Interview; and

(4) Obtain a combined score from Stage 2 of the Written Examination and the Interview

of at least 60% of the total possible score for both components; and
(5) The order of successful candidates shall be ranked from highest to lowest according
to the combined score under Item (4). If the combined scores are equal, the Interview

score shall take precedence in determining the ranking of successful candidates.

Where it is necessary and these selection criteria cannot be applied, the Selection

Committee shall have discretion to consider the matter.

Special Selection

Where there are reasons and necessity such that the selection process cannot be conducted in
accordance with the criteria stated above, the Human Resources Division shall submit the matter to

the Rector for approval to use other appropriate selection methods on a position-by-position basis.
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