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Abstract

This article is based on research. The development of employee handbook of numbers capture in the

establishment of retail convenience stores. Objectives 1) To investigate the condition and to investigate the problem
of employee performance. 2) To develop the manual of employees to handle numbers in the establishment of
convenience stores of retail business education. By in-depth interview There are 7 employees who have more than

10 years of experience in capturing numbers. This research is divided into 2 phases. Phase 1 investigates the

situation and explores the problem of employee performance. In the establishment of retail convenience store, and
Phase 2 develop the manual of the employees to handle numbers in the establishment of retail convenience stores.
The results show that. Based on in-depth interviews with 7 employees, there was a significant difference
in working area. And the performance of the employee handles the numbers. There are 5 stages of operation. 1)
Schedule work and prepare the workforce according to the plan. 2) Assign work to employees to work. 3) Take the
numbers in accordance with the plan. 4) Check the work of the employees to capture the numbers at the site.
Collect and monitor the results of the catch. 5) Attend the meeting with the catch department. And the relevant
agencies. In addition, it finds the characteristic pattern of capturing a number of target areas. There are different
styles. The summary is written as a manual of the employees to handle the numbers. Head of staff to handle

numbers read and review the content, procedures and details. In the operating manual before presenting the
standard.

manager of the catch Approved and applied to prepare the manual of the employees to catch the numbers to the

This study has proposed that. It should be noted that the manual results. The case is inconsistent with the
current situation. And give back the information. To improve and adapt to the current situation

Keywords: Employees handle numbers, Employee manual
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