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On how to do well the work of teaching secretary in
colleges and universities

Xie Juan

(Jiangsu Institute of Technology 213001)

Abstract: According to the nature of teaching secretary work and my practice as a teaching secretary, this paper expounds the qualities and abilities that
a teaching secretary in a university should possess in the process of educational administration. From the concrete to the person and thing, talk about the
importance of teaching secretary in the whole teaching link. The nature of the work itself determines the non—technical work of teaching secretaries, but it
greatly tests the attitude of workers towards work.

“Teaching is the foundation of the school, and scientific research is the way to strengthen the school.” The teaching work has always been the focus of
the school. It involves a series of work involving all teachers, teaching, students and talent cultivation in the school. The quality of teaching management
directly affects the level of running a university and the quality of talent cultivation of students to a certain extent. As a secretary of academic affairs in
colleges and universities, from the management level, it only involves some routine and occasional affairs. It is not difficult to say difficult things, but to
do well, it requires exploration and thinking in all aspects. I have been working as a teaching secretary in colleges and universities for two years. | believe
that to do this job well, three things must be done: first, strengthen the ideological and moral construction and improve the political level; 2 Familiarize

themselves with various teaching documents to improve their personal professional skills; Third, adhere to “people—oriented” and “student—centered” to

improve service awareness and communication and coordination ability.

—. BEFWHHERR

(—) BASH[E

WOCTEDT B RS 5 SEBRi TAR S b | X R e B 45 B for
A B AR REEAT T RIS , JF48 i - s A B2 B S0 F AL
PUREHL, 2BE. HE RGMBIN, L2 B A SHR B
AR EJET . SRR WEEs . RESIERRMEZIRE , mE
SRHERY R R AEC R TR B SEEE  HRARR TR, —
TR Mg L, D). BOE . BESEmEE .

1 KT o5 iR RE

M55 X R FE N R E T BN 5 R ST TAE
SEHEARR B REEA TAR , XU 1 TARATE , LA RIS
HEARR AR TR SIS DU TAR %A, — R ST %5
IR 55 0 A BT, R A 981 R B e ) L B S0 A DG Y

R B, S TR L WS B

2. K FEH

EWHH R EEATLSE  PIRAE P TR, SRR, k%
A TAE, PIRRNRE R, OB BOE H % TAE S5 30
P RIS

3. K FHhAE

EHBREFSHAEEE. R, BAMMATERER , Faibh
W ETFRZME ., 2z, iz E ., HF5ek 2 meBR TS,

4. KTHE

SRR HE A R A TR, Wl R E T
PRS2 ERFERL B AL B, BT R T e A BB BT
WIHET R, A% PR — M 2

5. BT W BIRSTA T HOM , TEPSUE S . fhi. &
Hef AT RO STMITE S B, XM A T AR B LT 5 %2

W, FCERE X HORGR | B, W IR AT LAk
S BT RAR e , WVTAA IX R TR B L

(=) TARS s AR M5 AR B9 M Ve s R AR T
FEERIBER . BEE— T T2 LU R

L TAR SR AR AN RS M FA7 ZOMAL 45 1) TARIRDE £ 2 R IR
THN 0 AR TR B P 48 BRI AB (R B
RYUPAGL ) B8 (S TR, HeFRTES ), afkdd ;i
] AR HH A AT A AEON . ST N AR ULBOTRA 1 (Y
TAERIZ), TAERZ R, AR, AR IR ey | X iR
MR -P s MR R D, RGO HEATE I, AT A TARAT
REAS I A5 LA AT

2. R ALFNZ I ERIHIBT , HERF A DIBR T ROZH A A HR
PR LT AR A B R (AN O SO ) St
BN R ARA T S SO BRI AT . SO TR
PLEAR . A RGARRE . RARC R SERIAIR ), WA Qi 4 g
SRR S8 B S TARESS

3. PR AR A7 BE . RO A AR AL, 3l
JelEbE . RUR ., ASTHEHEIRIBE . RO LRI E A
BRI T HEN S, TEE OB E T EE B £ 5
AE L REBE TP BB . TERATIH Sl , &
BB ST RE BLA SSHEAT TARR THE , XA 1 9
ERAVE B R LAY , MU SR E SR, DB
TAFTE R RBORAIEAT

BT A P MR 5 1 e A O 55 (s S L iy vl g
REAE RIS 1E B il B vh SERGAT S5 A i 22, ANE T B R AT
RAN MR, WBITECE TAETTRAENT 53T St 55
B, TS SEAE B AT RO . AT Rl
WHIEHTT R B2 PR A SR T S — F- Bkt

51



@ Universe
Scientific Publishing

Educational and teaching research, # & ###3 (16)2022,4
ISSN:2705-1277(Online); 2737-4130(Print)

e B OU T PR LS BRI,  ROTS I IE S e QG T 454F
MRS L EAEH]

. BERMBIIENRNEXK

(—) Efkag

FOMRAT I T & B R B RS BF LML 845, #
AL A RGOS AR | o B A B IR 9L 3
TR, BEAEA GO IR TR SO R R B
PERHE KB TR,

(=) R APMERE S

HOR SCTEE B TAR D, AEAE TR TR A R BORREAT B S Tk
TE LA, AR Z 55100 H A St S TERS B 45 BRI~ B
AN LARC A, B ZEOR SO BT B IR LSS iR g
I+ MTEV-I B0 PE Sl U S ox A Sl [l L, St 22
SRECE ORI RELETT %, BTSN SIS . DRI
VAR R 55551 B A TR o

(=) fFBAL A

AFERHERAA TARME . e, SCHABUR AR 2L
M2ARMRR L —— 2 b A B ER AR A AR BRI L
Zre e o BTG  XTCEEIA PRI LI SRAL B I AN AN AL
T I 40 e L AT B0 A

(P4) HEVEPERE )

FUPE A UL T BRI 5, B BE R 2
TlrEEg ey LIRS FhECETETR . H SIS EIMES X — S i
SR I , EEER BTN A T7 5 S S 4%, A
VEIFES , Frh I TB BRI, SR TE/E .

(T0) BB B AEfE

ERABE RGBT MBI, ERNR R A RS S
A, FOMBSFARL A TR RUE R 4t |, dEad i W A E R A
BE AT SR B AR RY R IR, a0 B e BB s A
ANA TR, UIRBH . BB TR IEINE . s B2
T IR S A | R ST [ B IR, b DR A
TIRETIATY , A& A 2B B T-BLS k.

=, HERPTERZREMND AHERHER

(— ) s RRAEETEASL, FEREAKT .

WA AR ALK R R S SR | X e e A L
PERYELRMBOR B B, TARRBA SN A B A5 TAR R
REEFIRS , BN, A ey . AR BE 2 8] | O ]
i Z AR S BSTRIR” R RIAR g  E A AT A
e, TERAEERRT . TAER OO , BESA L D 2RI
AR, e A RS ITREZR K A Y )

— AR EQRSEHE R AR, RO TAERE S, 1F
HECEFRTNEITAE, BT RiRBeE TR sh B AL, &
B ARV BT & RS DI TE . i S R R SRR T AR, T
VENE W BN . 22 IR D, OB T AR
it N2V PRER 3, AR TARZS I . M B T2 i i
SCPFEER, BN Be RAERAE T IR o SR, TEHCE )
PHRECA, WAL SRR B L RR . Her R A E R AR IR
Ao FEARLCE, IEWMEGRFAFRE, WA, A
Wi i F BHEFR RBOA I -

(=) BB IS, BRI AR K

BB I RGC O P OO, R B —SE A SR
s SRR IUE | BeA RO E NG | R T
% B EYNESESE . ER A TR, ZE R e T
YEo AN, BRSO B 25 2 R A T, XTSRS 122
RS EE B R OCHE T, BT, 2FAE S n a5 2525 1T,
B A RGN O, IR R BT s G
), BRI TREEDL, 48 T # A NSO S54RI
M TARRS, AN 24 5 2 B A SRS F - A B, 7
FRATEI O . E N A SN i . ST T, L T5
PRRROMGE AR IS Mg Bl - JPeEi—K b
PRIGZOM, ZIRATRRE, 5 5F MO BT R B
FAERIRIG, T A ST RIS IS IR AT
S0, WIRFE B, AMEMAS, RIS, DIREE R, &
AT O I SR HE A 555

S MABENEADBEAFE IR NER” EeTATRBS
B0, EXTRBERTAEONMEE . BUWKE S A ) 2mE S
A WIS SAERBRRIEOL . A IRTEOLSF A0 T TEH R
TAErh, SRS AREE RAFRIAM, SAEREEEE,. JIK
SRR R R . IIRER A HE B T ISR HE B A

52

BRI L . SIS WREANAESE B R T AR

BRI AL, ZEER Bt F TR T2 IR, i RUE,
WU TARRCR . LUF Bz, A AL IR TAER RS
Tt ARNTE 2019 4F 7 HIEE GV, HETRATIRAG AR
FURH A, 0TI X — 2 I IS AR FL
—RHE, AR L AFREPEREE R R
HMEBEHRTE TREE L, S eiaRA 1= B LR, R4
MATA R BRI R, R RRBORE 2 | 240 5. BEER
A, ARSI S S . T, FRARBEANBELUT IR I By
AEIC, DA Stk 44 BT SR AR A, TR R M4 /N 4R
WHL T, AT — 8 LT SRR I R A2,
RO, FibRiR G—BTRIBIER I, AR 7y AR
%, Bl TBA XER . BEEEEN, ARG EUE . AR
AR, RGN, ®iAE 2020 4F 11 A RA12EBEES TREEFIME
LRI, AT TR R 5L Llf,
BIA L G ARG STl . ARG AR, TR iy
B AN ORI AR . SRR T ARG Bl
Bt SRR BT | AMEBRAE XS, BRI I BGT
WS, JEHWA KA, o T Z IR SRR AT TR
AR/ NIMERL . 5 S SR bR S, E TR
AN ST

DL EZEBISRE , B AT A fE Ths —HE, H 9 B8 TAES,
MEVRTHE, SR ARIER TR AR AFLIE, DR s i
KRB, UE NP T AR IE R TR, S E M 2
FBON SRR . TR, SR B A AT 2
P RO U, MO LR TAE R SEIAREIL, anfaf e L
B TAE P IS 2oRRT o ARl B an 2 ks 4 TR AR
LS, DAL, BSOS, RrEEEGk . S mA T e
SERMIF TAESR SR R IS, b e e A2 > RS di.

(=) RE CRUCHAR” “PLE gl ik Ein, e
VE3E MARE ST o

FU55 A TAEWTE G R R AR 8, H e TAERYBOR
MRS, S MER . MRS BRI ESR, TAEZIR, SRS, &
SRR E RSN O SRR o AETAE B — 22 H ),
FEARICT A s, R, Fetol, BER. Hik. Hlwiix,
BIUEBRIEE R TV, — DI, AR — KRB
FOR, 1E S50, BRI RIFIORT IS, &R n)
BRI, WO BRI OGO EZ PRI R AT . AR
RIfzEA, MIEREE EEBUHAT. F—AFeiborakml—mis, R
JHAS [ 1y vy e 1oy Xof 7 2 SRR IS TR R o AR BT V38
Ty 2R S SR R R B . B RAE H T AR
T AW RN E AT R Y S A BB B RE T
VERIBT M, BWEA H M TARE & 58 K MR I DL s A B
VEZ TAERBA WS BILEARR N, W5 S 80 52425 U B R 25 o 3055 i
P T AT HEAL e H DI R TR R AR RS & ARl 1, S
Firi, N R, ATOFTAR, A0 A AN A I 55 o

7iE .

Bl 0 AT T AR B, S RBIRWOIE R, #eEE
BT ARSI EBE, Berm B R Pk, b TAES, H
HHE TAEIRTT . ATk . ORI AR ILE S, RRIRR
FUEREE, PR, RERRRT, AN ORI RTTT. ARk
RIS B TAE A B A ST

BEH

(1] Z2 4 . B 30 e MR B A 2 R4S T AR GRS (7], YLIR 4857
WOl AR B 274k ,2022,(05):56-58.

[2] 75 Bl 2% . 1R A 2 R A5 WAL B 42 T O s B A (). A
1 2022,(18):125-128.

[3] T FEHE . oA BB 1 A 0 B T o B AT SR e it
2 (1] B #E ,2022,(25):103-105.

[4] BRANIS . STAERE AL T AR 1 SR A “pHL” ().
KEFHE ,2022,(06):167-169



