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Analysis of the role of secretaries in Colleges and
universities and Research on Countermeasures to
improve their ability

Xi Feng
State owned Assets Management Office of Beibu Gulf University, Qinzhou, Guangxi 530011

Abstract: College secretaries are an important team in the administrative system of colleges and universities. They play an
indispensable role in the normal operation and sound development of various work in Colleges and universities. University
secretaries come into being in administrative functional departments and secondary colleges. Due to the post characteristics
and work characteristics of University secretaries, University secretaries will directly or indirectly affect the operation
and external image of functional departments and secondary departments more or less. Even the reform, development
and construction of universities and even their internal stability and harmony are closely related to the work of University
secretaries. Therefore, according to the job classification, work characteristics and existing problems of University secretaries,
the role analysis, and the ability improvement countermeasures from the four aspects of selection mechanism, training
mechanism, promotion mechanism and elimination mechanism will greatly tap excellent university secretarial talents, shorten
the work adaptation cycle, and better serve the construction and development of universities.
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