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[Abstract] With the rapid development of the information age, with the support of advanced technologies such as big data, education has
ushered in a new stage of development. In the teaching process, teachers use information technology in classroom teaching, which is not only
conducive to optimizing the teaching mode It can also further stimulate students' interest in learning and improve their comprehensive quality. The
course " Office affairs management " is the core course of Secretarism-related majors. It provides professional theoretical knowledge and practical
skills for students who are engaged in administration work after graduation. A detailed analysis is made on the integration and application of

information-based teaching methods and the course " Office affairs management".
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