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Abstract  

The knowledge and ability of the individuals in a managerial position are to fulfill some specific management 

activities or tasks.  Managerial skills are important for many reasons. Being a manager in an educational setting is a 

position to act as an effective leader and problem-solver in many simple and complex situations. However, in 

Thailand, it was observed that some managerial skills need to improve their skills. School managers should 

strengthen and develop to manage effectively and efficiently.  

This mixed research surveyed the managerial skills of the school administrators in terms of conceptual skills, human 

skills, and technical skills in selected private catholic secondary schools in Bangkok, Thailand. The respondents 

self-assessed their managerial skills in the form of a checklist, and to validate the results, interviews were conducted 

to determine the professional development needs according to the lowest items assessed by the school administrators. 

A questionnaire anchored on Robert Katz’s theory of managerial skills and developed by Goodarzi (2002) was used 

to gather data.  

With regards to the assessment of managerial skills’ practice of the school administrators, most of them assessed 

themselves as very good in terms of conceptual skills, human skills, and technical skills. The professional 

development needs of the private catholic school administrators in terms of conceptual skills are the identification of 

informal organization, articulation of strategy, and ability of prediction. On the other hand, school administrators 

need training in controlling conflict, report generation, and official correspondence in terms of human skills. Finally, 

they need professional development in financial management, computer skill, and marketing in terms of technical 

skills. 

Keywords: managerial skills, professional development needs, professional development plan, private catholic 

secondary school administrators 

 

1. Introduction  

1.1 Background of the Problem 

Throughout one’s career in education, professional development is required. According to Pinto (2018), it supports 

professionalism and provides equal opportunities for educators to gain and improve the knowledge and skills 

relevant to their job performance.  Bush, Middlewood, and Briggs (2006), conducted a study of the impact of school 

leadership development: evidence from the new visions program for early headship, according to their study, 

leadership and management development is needed as it gradually becoming accepted in other countries but to meet 

the needs of school leaders and managers, training are significant to be appropriate and their one’s career and to 

widen their educational system.  

According to Nazari (2017), many researchers believed that leadership’s new approaches can have a big impact on 

followers’ attitudes and can increase the satisfaction and commitment of the employees. The study of Management 

skills tools for leadership imperatives in democracy conducted by Abbass (2012), skills in management are 

all-encompassing. To accomplish the vision and mission of organizations, managers required to have management 
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skills as essential to them. They are obligatory as a part or element for efficiency and effectiveness in management.  

In Thailand, Thai leadership is imperium in the Thai public sector. Thailand is one of the countries in Asian where 

the majority of people respect Buddhism as their respected religion. Harmony and peace are among the key aspects 

of Thai life. Managers in Thailand would like to take part in some community activities with their employees 

because they believe that through activities, they will have a deeper understanding of their employees do that the 

leader can also develop their team (Yukongdi, 2010).  

The secondary school administrators in Bangkok, Thailand are an enthusiastically important role in ensuring that the 

systems are effectively and efficiently operating. They give a practical exhibition of a high level of outstanding in 

every field of education. They also ensure all teachers and staff are producing or create something towards a 

common goal and at the same time improving standards and circumstances and provide leadership as well as 

arranged optimistic visions for the future of the educational institutions they serve.  

According to Goodarzi, Nazari, Ehsani (2012), in this modern world, managers could not be successful without 

knowing basic management skills. As a result, every manager should have excellent knowledge of their work 

environment. Therefore, the manager’s performance is based on management skills. In the study of prioritizing 

managerial skills based on Katz’s theory in physical education offices of universities in Iran, conducted by Afshari, 

Honari, Qafouri, Jabari, (2012), managerial skills are one of the reasons underlying managerial success. Management 

effectiveness and efficiency require managerial skills. Thus, these realities prompted the researcher to conduct the 

study. 

1.2 Related Literature 

One of the human social discussions is leadership. The successful existence of teamwork depends on proper and 

efficient management. To achieve their aim and hit the mutual objectives, efficient and effective leader for a group of 

people is needed (Moradi, Jafari, & Omidi, 2013). According to Kheirdmand, Lotfi & Etebarian (2012), an efficient 

manager must be expertise in the four skills, those are technical skill, cognitive skill, human skill and political skill. 

Managers and leaders must need to know management skills that can provide the proper context for the activities 

they do. Goodarzi, Nazari & Ehsani (2012), in this modern world, no manager will be accomplished without having 

basic management skills. In other words, managers are required to have good knowledge of the dynamism of their 

work environment. Therefore, the efficiency and effectiveness of managers and leader’s performances are based on 

management skills.  

Nazari, Ghasemi & Sohrabi, (2016) made proper planning necessary for effective athletic directors to improve 

communication and management skills in these organizations. Also, Goodarzi, Nazari & Ehsani (2012) stated that 

managers who take into account the effective communication networks, and improve human skills, including 

improvement of communicational skills and management skills of the athletic managers, and explaining the 

relationship between them can improve the level of communication. Ultimately, this will lead to organizational 

effectiveness. 

The guarantors of success or failures of any organization are the managers. Management quality at all levels 

indicates manager penetration and effectiveness. Organizational management and human resources management 

skills determine how well an organization operates. These skills are the ability to apply the technical knowledge and 

personal experience of a manager (Salehi & Mohammadi, 2014). Human skills mean special abilities and qualities to 

control and manage oneself and others (Torki, Shouriche, & Meshgati, 2011).  

According to Reiitzug (2002), training is the traditional and still influential form of professional development. 

Grobler et al., (2002) stated that training includes direct instruction, skill demonstration with workshops and 

presentations. However, training involves instruction by an expert or experienced employee on the job processes in 

an organization. Cronje, De, Gawie & Motlatla (2004) also stated that providing employees with knowledge, skills, 

values and atittudes to do a particular work effectively and efficiently.  

In the theory of Katz’s (1974), Skills of an Effective administrator: leadership development, the successful manager 

has triplet managerial skills these are: conceptual skills, human skills, and technical skills are developed separately. 

Accordingly, Daniel Katz and Robert Kahn (nd), management skills are divided into three major areas: technical, 

involving securities planning, organizing, human, it is dealing with human relationships and people skills. 

Motivating and moral skills, and conceptual, emphasizing knowledge and technical skills are related to the service of 

the organization.  
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2. Methods and Materials  

This research utilized mixed-method design in which the respondents self-assessed their managerial skills, and to 

validate the results, interviews were conducted to determine the professional development needs among the selected 

respondents from private catholic schools in Bangkok, Thailand. These served as bases for crafting a professional 

development plan for school administrators. One hundred (100) school administrators which comprised the school 

directors, assistant directors, principals, assistant principals, and department heads made up the sample of the study. 

The questionnaires were based on the framework of Katz’s managerial skills and developed by Goodarzi (2002). This 

includes conceptual skills, human skills, and technical skills. Conceptual skills were composed of 14 items, Human 

skills were composed of 17 items and Technical skills were 9 items. This questionnaire was translated into Thai and 

those items with the lowest mean scores were considered for validation and discussion. The quantitative data were 

processed and analyzed with the use of the Statistical Package for Social Sciences (SPSS). For the qualitative data, the 

interview responses were transcribed and categorized according to themes. Thematic analysis was used to interpret the 

data gathered through interviews. 

 

3. Results 

3.1 The Assessment of Managerial Skills  

Concerning the assessment of managerial skills in terms of conceptual skills, human skills, and technical skills of the 

school administrators, they assessed themselves as very good. This means that the school administrators demonstrated 

a high level of proficiency in conceptual skills but still needs improvement on certain aspects. The table below 

illustrates the assessment of managerial skills of the school administrators as respondents of this study.  

 

Table 1. The Assessment of the Managerial Skills in Terms of Conceptual Skills  

Conceptual Skills mean s.d Description 

1) Prioritizing in Organization 4.12 0.700 Very Good 

2) Discipline 4.10 0.689 Very Good 

3) Goal Making 4.02 0.651 Very Good 

4) Mental Ability 3.98 0.816 Very Good 

5) Time Management 3.97 0.731 Very Good 

6) Provident 3.94 0.648 Very Good 

7) Identification of Organizational Structure 3.93 0.831 Very Good 

8) Creativity 3.92 0.761 Very Good 

9) Comprehensive Planning 3.91 0.698 Very Good 

10) Multi-job 3.89 0.723 Very Good 

11) Recognition of Strength and Weakness  3.86 0.725 Very Good 

12) Evaluation of Planning Effectiveness  3.73 0.839 Very Good 

13) Identification of Informal Organization  3.70 0.870 Very Good 

14) Articulation of Strategy  3.70 0.870 Very Good 

15) Ability of Prediction  3.66 0.699 Very Good 

Scale: 4.50 to 5.00 means Excellent; 3.50 to 4.49 signifies Very Good; 2.50 to 3.49 interprets Good; 1.50 to 2.49 

means Fair; and lastly; 1.00 to 1.49 for Poor 

 

These items were ranked from highest to lowest mean scores. The lowest mean scores are considered to be the 

professional development needs of the school administrators. These items were described as very good but not to the 

exceptional standard level. Two items that had the same mean scores of 3.70. These were the identification of informal 

organization and the articulation of strategy. Besides, the ability of prediction got the lowest mean score of 3.66. This 

means that school administrators need training in these areas. However, Xiaojuan (2010) found out that informal 

organization widely exists in social organization. The emergence of informal organization, internal rules and 

influential determination coupled with the right attitude, will bring out its positive role. Articulation of strategy setting 

up a strong underlying basis or principle on which to strengthen core processes, workforce, management systems, and 

organizational structure (Allison Partners, 2000). According to Eisenhardt & Martin (2000), the skill to do to predict 

future circumstances and match the resource allocation will anticipate changes in a comfortable workplace.  
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Table 2. The Assessment of the Managerial in Terms of Human Skills 

Human Skills Mean Sd Description 

1) Inter Organizational Relations  4.05 0.796 Very Good 

2) Good Temper 4.00 0.853 Very Good 

3) Communication Skills 3.98 0.752 Very Good 

4) Motivating 3.94 0.777 Very Good 

5) Supervising 3.90 0.810 Very Good 

6) Informing 3.90 0.745 Very Good 

7) Individual Work 3.88 0.856 Very Good 

8) Team Inspiration  3.87 0.860 Very Good 

9) Doing Formalities 3.85 0.783 Very Good 

10) Conducting a Meeting 3.84 0.837 Very Good 

11) Disturbance Handle  3.84 0.813 Very Good 

12) Lecturing 3.81 0.800 Very Good 

13) Delegation of Authority 3.80 0.816 Very Good 

14) Negotiating 3.76 0.767 Very Good 

15) Controlling Conflict  3.73 0.777 Very Good 

16) Report Generation 3.68 0.802 Very Good 

17) Official Correspondence  3.65 0.702 Very Good 

Scale: 4.50 to 5.00 means Excellent; 3.50 to 4.49 signifies Very Good; 2.50 to 3.49 interprets Good; 1.50 to 2.49 

means Fair; and lastly; 1.00 to 1.49 for Poor  

 

In the aspect of human skills, the three lowest mean scores which were controlling conflict, report generation, and 

official correspondence are the areas that school administrators need training. According to Wahlstrom (n.d), 

managing conflict is important in many ways. Unmanaged conflict can have expensive legal consequences; a high 

level of negative conflict can cause employee dissatisfaction and decreased productivity. However, Wheadon (2014), 

also stated that report generation is important in management. Inefficient reporting processes that yield inaccurate and 

dated information normally cause more harm than good. Reporting is a necessity to produce timely and reliable 

information. Furthermore, Amadi (2019) defined official correspondence as an umbrella word to denote 

communication between persons, a person, and organizations, communication between two bodies, or communication 

between an organization and an individual. 

 

Table 3. The Assessment of the Managerial Skills in Terms of Technical Skills  

Technical Skills Mean Sd Description 

1) Operational Planning 4.06 0.826 Very Good 

2) Labor Division 3.95 0.833 Very Good 

3) Definition of Labor 3.91 0.726 Very Good 

4) Evaluation of Performance 3.87 0.774 Very Good 

5) Absorption and Retention of Human force  3.81 0.837 Very Good 

6) Managerial Knowledge and Experience  3.81 0.774 Very Good 

7) Financial Management  3.76 0.889 Very Good 

8) Computer Skill 3.68 0.827 Very Good 

9) Marketing  3.46 0.809 Very Good 

Scale: 4.50 to 5.00 means Excellent; 3.50 to 4.49 signifies Very Good; 2.50 to 3.49 interprets Good; 1.50 to 2.49 

means Fair; and lastly; 1.00 to 1.49 for Poor  

 

In the aspect of technical skills, the three lowest mean scores that school administrators’ needs pieces of training were 

financial management, computer skill, and marketing. According to Brealey, Myers, Allen (2006), supervising 

working capital achieving and effectively, the need for businesses to focus their attention on the four short term assets. 

It includes accounts receivables, inventories, cash, and short term securities. However, Sharma (2019) defined 

computer skills as everyday life in today’s generation. According to her, without the use of the computer, internet 

online and or offline business, educational services, and many other fields or professions it’s very difficult or 

impossible to do daily life works. Kotler and Keller (2006), defined marketing as a managerial process in which every 
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person and group can acquire what they need.  

3.2 The Professional Development Needs 

The professional development needs were based on the three lowest mean scores in each category and were conducted 

through the interview assessed by the school administrators. These items were as follows: 

3.2.1 Conceptual Skills 

3.2.1.1 Identification of Informal Organization  

The researcher asked the question of the ten selected school administrators. What specific training do you need in 

order to strengthen your skill in the identification of informal organization? 1. In order to improve the skill in terms 

of identification of informal organization, I think training on empowering and obtaining the trust of employees is 

important because, in this way, we can gain the empathy of the employees.  2. Just be friendly with the staff, teachers, 

and other employees are the best way to strengthen this skill. 3. Personal attitudes, likes, and dislikes should practice 

knowing. Knowing employees well leads to a healthy work culture. When employees know each other well, it will 

lessen the fighting and criticizing their fellow workers. Conflicts and misunderstandings not only spoil the ambiance 

in the workplace but also increase the stress levels of individuals. 4. Training on how to know the employees in terms 

of what they want. Managers are required to know whether their employees are happy with their jobs or not. 5. 

Training on interpersonal skills is important such as being able to communicate properly. 6. I think training in 

interpersonal relationships is important it helps to develop and foster strong working relationships among employees. 
7. For me, in order to improve this skill, strong relationships with each other are important, contribute to the 

increasing team and organizational productivity. 8. Understanding individuals in the workplace. 9. Training on 

interpersonal relationships such as promote a positive work environment. A positive work environment reduces 

stress, promotes creativity, and helps keep employees productive. 10. I think the best way to improve it is to be 

friendly with the staff, teachers, and other employees of the school so that they can express their own ideas for the 

improvement of the school.  

3.2.1.2 Articulation of Strategy  

The researcher asked the ten selected school administrators. What specific training do you need to strengthen your 

skill in articulation of strategy? 1. Training on effective strategies such as involving the whole organization in 

decision-making. 2. Good strategic management training is important to sharpen the leadership skills to meet at the 

challenges of strategy execution and managing the team and organization to realize the goals of the school. 3. Focus 

on student achievement, and practice more on school improvement. 4. Training on effective strategies such as 

selecting, developing, improving, and sustaining the school and its staff's ability to implement an intervention as 

intended to benefit students effectively and efficiently. 5. Training on Instructional leadership is important. Teaming 

up with leadership is a key to obtain a thriving organization. 6. I think training on instructional leadership is needed 

because instructional leadership is the key to the school improvement process and its effectiveness to students. It 

cultivates the implementer’s mindset, which is focus, discipline, and accountability within every school administrator, 

and see that concrete actions are taken toward goals every day. 7. Build an effective instructional coaching program 

for all educators. 8. Widening the concerns of the secondary department on academic activities, for me, international 

research training/seminars/workshops on trends and issues of English academic development of non-speakers of 

English. 9. Training and seminars on strategic planning for school administrators. 10. Training on strategic thinking 

concepts is needed.  

3.2.1.3 Ability of Prediction  

The researcher asked the ten selected school administrators. What specific training do you need to strengthen your 

skill in ability of prediction? 1. Training on a cognitive ability such as the core skills that the brain uses to think, read, 

and learn, remember, reason and pay attention. 2. Training on collaboration within the school institution. 3. Make a 

long-term plan and think about the advantage and disadvantages of the plan. 4. Training/seminar on predictive 

analytics for school administrators. 5. Training, seminars and workshops on personnel management, administrative 

skills on academics, and technology – computer literacy to help predict the possible output of the plan. 6. Training on 

making a long term plan. When you know how to make a long-term plan, you can also foresee the expected output. 7. 

Training, seminars to improve cognitive ability that includes strengthening the listening skill. 8. Seminar-workshop 

on making a long- term plan for school administrators to foresee the expected output of the school plans. 9. Seminars, 

trainings and workshops on ability to predict the positive and negative output of the school plans for school 

administrators. 10. Cognitive trainings for school administrators.  
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3.2.2 Human Skills 

3.2.2.1 Controlling Conflict  

The researcher asked the respondents. What specific training do you need to strengthen your skill in controlling 

conflict? 1. Training on understanding human behavior. Every school administrator should know the behavior of 

his/her employees and understand other’s perceptions and expectations. 2. Training on identifying the barriers that 

exist outside and inside of the school as much as possible. 3. Training on how to handle conflict and Training on 

Leadership strategies are needed. 4. In any workplace, we cannot avoid conflicts. However, I think, every school 

administrator or manager should have training or seminar on handling people’s behavior effectively. 5. Leadership 

and Social training are needed to enhance getting along with the staff and personnel and improving the social 

relationship in the administration. 6. Communicate respectfully. In Thailand, respect each other is very important 

especially as a school administrator. When everyone is respecting each other, the school will be more peaceful and 

conflict-free. 7. Seminar-workshop on how to handle conflict. 8. I think seminars/workshops/training on conflict 

management is needed. 9. Every school administrator should learn and train on how to handle conflict. 10. For me, to 

strengthen this skill, we need to train or have a seminar-workshop on conflict management. In this way, it can help us 

to improve our skills in controlling conflict.  

3.2.2.2 Report Generation  

The researcher asked the ten selected school administrators. What specific training do you need to strengthen your 

skill in report generation? 1. Training on how to easily create effective reports that lead to action. 2. Training on having 

a self-confidence to express ideas that leads for the improvement of the school. 3. Training on effective research. 4. Set 

report objectives and select the most appropriate data. 5. Training on Research used in enhancing reports containing 

reliable and along with the global trends. 6. Train to ask for clarification. I want everyone to feel free to clarify 

whenever they want 7. I think training or seminar-workshop can be a solution to improve or to strengthen report 

generation. 8. For me, every school administrator should learn and train on effective research, so that they will know 

how to get reliable resources for the report generation. 9. in report generation, I think the best way to improve this, is 

to have a seminar-workshop on reporting. 10. Training on improving communication is important. Because poor 

communication is a problem. Sometimes those using reports never talk directly to those who create them.  

3.2.2.3 Official Correspondence  

The respondents were asked the question: What specific training do you need to strengthen your skill in official 

correspondence? 1. Being a school administrator should be able to write specially in English. I think the seminar for 

writing in English can help to develop. Because some the school administrators cannot write in English here in 

Thailand. 2. Have a seminar/workshop on how to write a formal letter especially in English. In Thailand, most of the 

school administrators are not good in English writing. 3. Have a seminar/workshop on how to write in English. Not 

all school administrators can write in English here in Thailand. Also, providing the finished product of the letter is 

easy to read and has a positive impact. 4. Have a seminar on effective writing. Learn how to write a clear purpose 

statement that relates to grammar and composition. 5. Seminar/Workshop on Business and Technical writing. 6. 

Understand your readers; identify different structures in writing, and how to choose the most effective one/s to achieve 

the purpose. 7. Training on improving report writing and improving English grammar punctuation and proofreading 

skills. 8. Train to understand the audience. 9. For me, to improve this skill, we need to train in effective writing skills 

because we may have to write different kinds of business letters. 10. Training on research is a way to improve official 

correspondence.  

3.2.3 Technical Skills 

3.2.3.1 Financial Management  

The respondents were asked the question: What specific training do you need to strengthen your skill in financial 

management? 1. Training on fundamentals of financial management. 2. Training on monitoring the financial position 

of the school. 3. Have a seminar-workshop on the strategic and operational role of the finance function for school 

administrators. 4. Income Generating Project is also a need to improve one’s resourcefulness in augmenting 

expenditures beyond budget allocations. 5. Have a clear plan for the school is important. For me, school 

administrators are required in this area. 6. Training on basic financial statements. School administrators should be 

familiar with the basic financial statements prepared for external users and what information is presented in each 

statement. 7. Training on budget preparation is needed. School administrators should know to prepare a departmental 

budget, a quantification of the resources that required achieving the objectives and action plans for the next school 

year. 8. For me, training on variance analysis can help to improve this skill. Everyone should know how to analyze 
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the variances against budget. 9. Training, seminars or workshops on financial analysis of capital investments and 

strategic initiatives can be an opportunity for every school administrator. 10. Training on making a plan that includes 

financial management.  

3.2.3.2 Computer Skills 

The respondents were asked the question: What specific training do you need to strengthen your skill in computer 

skill? 1. Familiarize and understand how computers and internet works. Before you learn any specialized technical 

skills, at the very least you need a fundamental understanding of what a computer it is and how it works. In some 

cases, it can be helpful to learn how the internet works, too. 2. Read technical books. One of the best ways to improve 

technical skills is by reading books or have a seminar/workshop on how to use a computer. 3. Have a 

seminar/workshop on how to use a computer and how it works. 4. Seminar/workshop on computer skills such as the 

use of internet and email, computers, word processing, graphics and multimedia, and spreadsheets that are useful for 

school administrators. 5. An administrator has to be technologically advanced to facilitate his/her transactions or 

encounter with his/her staff personnel. Hence, Excel, SPSS, and social media are needed. 6. Apply the knowledge and 

get hands-on practice. 7. Training on essential internet skills, such as email, web browsing and searching. 8. take 

classes on computer literacy. 9. embrace a variety of software. General software productivity improves with breadth 

of experience, so use many different software programs –online or offline to improve the overall ability to get things 

done through software. 10. Learn to program. For me, programming is the art of instructing a computer to perform the 

task. The key to accomplishing this feat is learning to think like a computer.  

3.2.3.3 Marketing 

The respondents were asked the question: What specific training do you need to strengthen your skill in marketing? 1. 

Learn to have strong communication with the parents of the students. For me, school administrators should learn the 

marketing tactic. 2. I think training on communication skills is important to develop because if you know how to 

communicate effectively it will lead you to be a good marketing too.3. Learn to be an excellent public speaker. 

Learning how to speak effectively will help in ways you could be. 4. Attend a time-management course. Knowing 

how to use time wisely, is one of the important things that every school administrator should do in marketing 

because sometimes, success guaranteed if you know how to pay attention to the amount of time you spend on things. 
5. School Campaign Training, Social Media Training, and Advertisement Training to improve student enrollees. 6. 

Train to reach out to the stakeholders on social. Promote blog posts and videos on Facebook, YouTube, etc. to extend 

your reach. 7. Seminar-workshop on marketing. Market to high-performing students. marketing to students can feel a 

bit icky, but the reality is it’s something you’l likely have to do. 8. Training on organize design assets. The design 

assets are the core of the marketing materials. 9. Improve the website experience of the school. Have a great 

opportunity to provide a god experience, leaving the parents with a positive impression. 10. Training, seminars and 

workshops on the advertisement.  

3.3 Professional Development Plan  

Based on the three lowest mean scores in each category, the researcher identified the professional development needs 

of school administrators. The needs were validated through the conduct of interviews as bases for proposing a 

professional development plan. The said plan is divided into three parts according to each category. Each part is 

composed of the general goal, specific objectives, proposed activities/programs, strategy, timeline, person/s involved, 

resources, and expected outcome. The contents covered in the professional development plan were based on the 

consolidated results of the interviews conducted to selected respondents of the study. 
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Table 4. Professional Development Plan in Terms of Conceptual Skills  

Goal 1: To improve the conceptual skills practice of secondary school administrators 

Identification of Informal Organization 

Specific Objectives 

At the end of the 

training, the 

participants will be 

able to: 

Proposed 

Activities/ 

Programs 

Strategy Timeline Person/s 

Involved 

Resources 

Needed 

Expected Outcome 

-strengthen their 

interpersonal 

relationships in the 

organization 

-Teambuilding 

Activity 

-Group 

Dynamics 

1st 

Semester, 

2020 

School 

Administrators 

and Teachers 

-Financial 

Resources

/Budget 

-Strengthened the 

interpersonal 

relationships in the 

organization.  

-build trust and 

cooperation among 

members of the 

organization 

-Training on 

Enhancing 

Interpersonal 

Relationship in the 

Organization. 

-Games -Materials -Built trust and 

cooperation among 

members of the 

organization 

-Practical 

Activities 

2) Articulation of Strategy 

- master and apply 

effective decision 

making strategies  

-Training on 

Effective 

Decision-Making 

Strategies 

-Identify the 

possible 

consequences 

2nd 

Semester, 

2020 

School 

Administrators 

 

-Financial 

Resources

/Budget 

-Applied Effective 

Decision-making 

strategies 

 -Evaluating the 

desirability of 

each 

consequence 

- gain effective skills 

in Instructional 

Leadership 

-Training on 

Instructional 

Leadership 

-Assessing the 

likelihood of 

each 

consequence 

Invited 

Speaker 

-Materials -Gained effective 

skills in 

Instructional 

Leadership 

-Make a choice 

using a decision 

rule 

-Make a choice 

using a decision 

rule 

3) Ability of Prediction 

-develop critical and 

creative thinking 

skills. 

-Training/ 

Workshop on 

School 

Development 

Planning 

-Determining 

and setting 

Summer, 

2020 

School 

Administrators 

-Financial 

Resources

/Budget 

Developed their 

critical and creative 

thinking skills. -make a realistic 

objectives 

-formulate a strategic 

plan for their school. 

-Training on 

Strategic Planning 

-Time frames 

for the school 

Community/ 

Stakeholders 

-Materials -Formulated a 

strategic plan for 

the school. -Group 

Discussion 

-Practical 

Activity 

 



http://wje.sciedupress.com World Journal of Education Vol. 10, No. 1; 2020 

Published by Sciedu Press                         157                         ISSN 1925-0746  E-ISSN 1925-0754 

Table 5. Professional Development Plan in Terms of Human Skills  

Goal 2: To improve the human skills practice of the secondary school administrators. 

1) Controlling Conflict 

Specific Objectives 

At the end of the training, 

the participants will be 

able to: 

Proposed 

Activities/ 

Programs 

Strategy Timeline Person’s 

Involved 

Resources 

Needed 

Expected Outcome 

-develop problem solving 

and decision making 

abilities. 

-Training on 

Conflict 

Management 

-Review the 

six elements 

to be able to 

analyse 

conflict well 

by Dana 

(2001).   

1st 

Semester, 

2021 

School 

Administrators 

 

-Financial 

Resources

/Budget 

-Developed 

problem solving 

and decision 

making abilities.  

-enhance practical conflict 

resolution techniques and 

strategies that 

administrators can 

effectively utilize when 

managing conflict in the 

workplace. 

-Training on 

Conflict 

Resolution 

-Presentation, 

individual 

reflection and 

pairs, 

exercise, and 

group review.  

Guest Speaker -Enhanced 

practical conflict 

resolution 

techniques and 

strategies that 

administrators can 

effectively utilize 

when managing 

conflict in the 

workplace. 

2) Report Generation 

-upgrade research skills of 

the teachers and 

administrators. 

-Training on 

Writing 

Classroom-Based 

Research 

-Stating 

problems of 

research. 

 

2nd 

Semester, 

2021 

School 

Administrators 

and Teachers. 

Financial 

Resources

/Budget 

-Enhanced research 

skills of the 

teachers and 

administrators 

-enhance writing of school 

reports.   

-Training on 

Effective Writing 

of School Reports 

(Enhancement 

Training) 

-Presentation 

of school 

writing 

reports. 

Guest Speaker -Materials -Enhanced writing 

of school reports. . 

3) Official Correspondence 

-develop effective 

communication strategies 

for a variety of audiences. 

-Training on 

Technical Writing 

in English 

(Communications

, Memos, etc.) 

-Demonstrate 

practical 

methods to 

help create 

better 

documents. 

Summer, 

2021. 

School 

Administrators 

-Financial 

Resources

/Budget 

Developed 

effective 

communication 

strategies for a 

variety of 

audiences. 

-strengthen practical 

methods to help create 

better documents. 

-Review the 

essential skills 

of effective 

technical 

writing. 

Guest Speaker Strengthened 

practical methods 

to help create better 

documents. 

-provide tools and 

techniques for 

specification and report 

writing. 

-Practical 

Activity 

Developed tools 

and techniques for 

specification and 

report writing. 
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Team building is an important factor in any environment; its focus is to specialize in bringing out the best in a team 

to ensure self- development, positive communication, leadership skills and the ability to work closely together as a 

team to solve problems. In the absence of teams, employees are limited to individual efforts alone but with 

teambuilding, workgroups evolve into cohesive units and share expectations for accomplishing group tasks, added to 

trust and support for one another and respect for individual differences (Fapohunda, 2013). To improve the 

conceptual skills in terms of identification of informal organization, enhancing interpersonal relationships can be one 

of the solutions. Valued interpersonal relationships can influence organizational outcomes by increasing institutional 

participation, establish supportive and innovative climates, increasing organizational productivity and indirectly 

reducing the intent to turnover (Berman et al., 2002; Crabtree, 2004; Ellingwood, 2004; Song and Olshfski, 2008).  

The skills that are considered vital to efficient and effective decision making were based on a normative model of 

decision making, which prescribes how decisions should be made. These skills consist of identifying the possible 

options; identifying the possible consequences that follow from each option; evaluating the desirability of each 

consequence; assessing the likelihood of each consequence and making a choice using a decision rule (Gilboa, 

2011). In order to articulate a strategy for the school, instructional leadership must be practice. Visibly, the leader 

heads the organization and exerts its image. In this is way, specific power dynamics emerge between the members of 

the organization managed by the denominated leader (Harris, 2014; Piot & Kelchtermans, 2016). In this way, 

leadership must be implemented from the heart of the school, being considered as a quality that includes the 

educational community (Gronn, 2002; Gronn, 2009). 

School development planning requires technical knowledge and skill for its execution. For example, determining and 

setting, realistic objectives, time-frames, performance indicators, and costing are some of the activities that require 

knowledge and skill to determine. The success of the school development planning process is, therefore, a function 

of the understanding of its intentions, as well as being initiated by the school community. In this way, schools will be 

in a position to self-audit in a realistic manner which focuses on schools' own improvement, innovation and change 

needs (Xaba, 2006). On the other hand, the concept of strategic planning is an instrument that allows making 

long-term plans in consideration of the risks and opportunities faced by the organization and improving efficiency by 

acting in the line with these plans (Hall, 2013).  

School managers and leaders need to understand what is entailed in conflict management and need high conflict 

competence to be able to be effective in their schools. When conflict management has determined and defined the 

nature of the conflict in a conflict situation, they try and find ways of resolving it (Msila, 2012). Furthermore, Dana 

(2001) stated that leaders need to comprehend structure to be able to analyze conflicts well. They were six parts of 

conflict structure that administrators can pay attention to; interdependency, number of interested parties, constituent, 

negotiator authority, critical urgency, communication channel. Dana (2001) perceives that these six dimensions as 

elements that are necessary to be able to analyze conflict well. 

Writing must be deemed an essential part of the school experience while developing curriculum, selecting 

instructional materials, prioritizing PD opportunities, allocating time and effort for instruction, and weighing student 

outcomes. Writing instruction and practice should occur every day and in all subjects to gain confidence and 

competence with writing for varied purposes and audiences (Graham & Bolinger et al., 2012). 

Technical writing in English serves as an essential tool in communicating or conveying one’s ideas, views, 

observations, instructions, and suggestions in a more logical and technical manner. Professionals need to have good 

technical writing skills in the preparation of reports, presentations, documentation, etc. Technical writing in English 

is used for a specific purpose, and hence it needs to be precise, relevant, and without redundancy (Dubey, 2018). 
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Table 6. Professional Development Plan in Terms of Technical Skills  

GOAL 3: To improve the technical skills practice of secondary school administrators 

1) Financial Management 

Specific Objectives 

At the end of the 

training, the participants 

will be able to: 

Proposed 

Activities/ 

Programs 

Strategy Timeline Person’s 

Involved 

Resources 

Needed 

Expected Outcome 

-enhance financial 

decisions and resolving 

financial problems. 

-Seminar/Worksh

op on 

Fundamentals of 

Financial 

Management and 

Financial 

Strategies. 

-Financial 

Discussion 

1st 

Semester, 

2022 

School 

Administrators 

 

Financial 

Resources/ 

Budget/ 

Materials 

-Enhanced 

financial decisions 

and resolving 

financial problems. 

-encourage strategic 

prioritization of 

expenditures for 

programs and projects. 

-Investment 

Strategy 

Management 

-Sharing of 

Thoughts and 

Ideas Activity 

School Finance Contributed to the 

effective financial 

management of the 

organizations. 

-encourage technical 

efficiency in the use of 

budget resources as well 

as accountability for 

their use by ensuring 

that resources once 

allocated are used in an 

effective, efficient and 

transparent way. 

-Financial 

Provision 

-Practical 

Activity 

 Guest Speaker  Able to evaluate 

alternative courses 

of action and 

identify the most 

effective choices 

with regard to 

future 

improvement 

2) Computer Skills 

-enhance the use of 

various applications in 

Microsoft Excel, 

Spreadsheets, and SPSS. 

-Training on 

Microsoft Excel, 

Spreadsheets, 

SPSS 

-Actual use of 

Microsoft 

Excel, 

Spreadsheets, 

SPSS.  

2nd 

Semester, 

2022 

School 

Administrators 

-Financial 

Resources/B

udget 

Enhanced the use 

of various 

applications  

in Microsoft Excel, 

Spreadsheets, and 

SPSS. 

-introduce different 

online resources to 

determine whether their 

usage is fair use or 

requires prior written 

permission. 

-Training on 

Proper use of 

Social 

Networking Sites 

(Acedemic-related

) 

-Practical 

Activity 

Teachers -Materials Introduced 

different online 

resources to 

determine whether 

their usage is fair 

use or requires 

prior written 

permission. 

    Guest Speaker   

3) Marketing 

-increase the enrollees 

of the school. 

-Training on 

Organizing and 

Effective School 

Campaign/ 

Marketing 

Strategies 

-Establish 

program goals 

Summer, 

2022. 

School 

Administrators 

-Financial 

Resources/ 

Budget 

-Increased the 

enrollees of the 

school. 
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-enhance the guiding 

purpose of marketing. 

-Training on 

Making of Quality 

Advertisement 

through television 

-Create a 

marketing 

strategy and 

action plan 

Guest Speaker -Materials -Enhanced the 

guiding purpose of 

marketing 

-develop and enhance 

the Communication 

Skills.    

-Enhancing 

Communication 

Skills 

-Advertise 

through 

television, 

email, mail, 

and 

catalogues 

 -Developed and 

enhanced the 

communication 

skills. 

 

If you finance your career, you will need to know something all about three areas of financial management; you a 

knowledge of finance to make many personal decisions; and virtually all business decisions have financial 

implication important decisions are generally made by teams from the accounting, finance, legal, marketing, 

personnel, and production departments (Brigham and Houston, n.d). In strategic financial management, three types 

of management are considered: investment strategy management, the financial provision and ultimately the 

profitability and the optimal combination of these three strategy kinds and its optimum management, will encompass 

the financial success of an organization (Delkhosh & Mousavi, 2016).  

Training programs for employees often suggest both computer-related content and modules, which aim at improving 

the participants’ self-efficacy concerning working in today’s job market (Mor, Laks, & Hershkovitz, 2016). 

Abushugair, Aqel, Abuseada (2015) suggest four main skills of the computer training programs to work improving 

the performance of staff, and were as follows; word processing, spreadsheets, presentations, internet, and e-mail.  

One of the ways to realize increase school enrolment is to run such an excellent operation, that parents and students 

will be very satisfied with the academic programs and the impact will be seen in students’ high academic 

achievement. In other words, it is operating the school business at a higher level than the regular school organization 

norms and effectively communicating the improvement to customers (Oplatka & Brown, 2006). Omboi and Mutali 

(2011) state that a well-executed direct advertising campaign can offer a positive return on investment through 

increased student enrolment. They maintained that direct advertising communicates the product offers, service, or 

event; and explains how to get the offered product, service, or event. This tool utilizes email, mail, catalogs, 

encourage direct responses to radio and TV, in order to reach targeted audiences to increase sales and test new 

products and alternate marketing tactics. Television is generally acknowledged as the most powerful advertising 

medium and reaches a broad spectrum of consumer, however, needs to be adopted by educational institutions in 

reaching their target prospects and enrollees. 

 

4. Conclusions 

Managerial skills are the knowledge and ability of the individuals in a managerial position to fulfill some specific 

management activities or tasks. This knowledge and ability can be learned and practiced. Every school administrator 

can become better in management when they will learn and practice the behaviors, methods, and techniques of other 

successful school administrators. If they do other successful managers do, they will soon get the results that other 

successful managers get.  

 

5. Recommendations  

Based on the findings, the following recommendations are presented: 

1. The secondary school administrators must practice the three managerial skills, which are conceptual, human skills, 

and technical skills.  

2. The secondary school administrators should enhance their managerial skills in terms of conceptual skills, human 

skills, and technical skills by conducting seminars and workshops in line with their insufficient skills.  

3. The secondary school administrators must develop in planning, communicating, decision-making, and problem - 

solving, and motivating which are very important in school administration.  

4. Teachers should also be allowed to attend related seminars and conferences to further develop their knowledge of 

these managerial skills and apply them to the workplace. 
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5. The secondary school administrators should enhance their management and leadership skills for the delivery of good 

services in school administration. 

6. The school administrators should strengthen their negotiation for resources and other support to achieve their goals.  
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