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Practice and Thinking of Teaching Secretary Work in Universities

Xinhua Hong, Yihong Wang

Zhejiang Wanli University

[Abstract] College teaching secretaries, as staff and service staff of college leaders, have an important role
in strengthening college teaching management. Under the promotion of the new curriculum reform, colleges and
universities in our country are facing a severe reform situation, therefore, colleges and universities must
strengthen the innovation of teaching management and improve the internal teaching system of colleges and
universities. In order to play an important role, teaching secretaries in colleges and universities must enhance
their psychological qualities, moral qualities, knowledge reserves, and business capabilities, etc., and
effectively improve the secretarial work. This article makes a brief analysis of the role of college teaching
secretaries in teaching management, explains the current problems of secretarial work, and proposes several

measures to improve the efficiency of secretarial work, in order to continuously enhance the comprehensive quality

of secretaries and help managers better do college teaching management.
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