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ABSTRACT

The objectives of this study were to identify the office
process activities, and to improve the process efficiency of Blaston
(Thailand) Co.,Ltd. Its 30 clients were selected as purposive samples
for collecting data of office processes performance during November
2017 until January 2018. The work study method was used to collect
data, analyze root causes by using average observed time and normal
time calculation, define action plan, implement and compare the
outputs by using Paired t-test. The study found that there were 3 major
processes with 8 activities in the office operation, in which many
wastes had occurred. When applying Lean Office tools and techniques
including mapping the process activity diagrams to intervene the
improvement, and measuring the performance before and after the
intervention with paired t-test, it found that the average normal time of

each activity and process were decreased at 0.05 significance level,

with t-value equaled to 9.1415. The office process efficiency of Blaston
(Thailand) Co.,Ltd. was increased significantly.

Keywords: Lean Office, Waste Reduction, Import-Export Business
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