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TTQS Administrative Assistant
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Abstract

In the knowledge-based economy era, elevating the whole national human resource capital is one
of the most important goals for every government. TTQS (Taiwan TrainQuali System) is an
important training and development (T&D) structure which developed and supported by Taiwan
government since 2006. The government provides 3 kinds of service which include TTQS training,
consultation and evaluation. The administrative assistant is an important but often be omitted role in
the process of TTQS consultant service and evaluation service. He (or she) plays the role as a
communication bridge and the host of whole process. If the assistant has trouble in the process, it
will cause the postpone of the process and influence the relationship among company, consultant ( or
evaluator) and government. The purposes of this research are to construct the competency model
and explore the recruit standard for TTQS administrative assistant by qualitative interview and
guantitative survey. The conclusions are as below. 1. The competency content: (1) Knowledge:
TTQS related information is the mainly knowledge and knowledge of management is the
least important. (2) Skill: the capability of using 3C tools to accomplish mission and
dominating the opening of consultation or evaluation. (3) Attitude: which includes polite,
learning modestly, respecting others and listening attentively and it is the most important
content. (4) Personal trait: which includes pressure resistant, clear thinking, penetrative
observation, quick response, attentive, kind, modest and calm. (5) Motives: which include
increasing knowledge, experience and interpersonal relationship. 2. The recruit standards: (1)
The recruit channel: collect the candidates list from consultants, evaluators and assistants and
do it as early as possible. (2) The basic condition: take the “beyond 21 years old” as a
reference, but do not take it as a decisive condition. (3) KSA: take the content as
above-mentioned and use practical operative test and simulated meeting as recruit method.

Keywords: Taiwan TrainQuali System (TTQS), TTQS administrative assistant, Competency
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