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Reflection on work development of the office director in secondary

schools of universities and colleges in the new situation
LOU Yulan, LIANG Zongsuo,ZHANG Kai,LIU Lili, WANG Menggian
(School of Life and Science, Zhejiang Sci-Tech University , Hangzhou 310018, P. R. China)

Abstract: As a grass-rooted managing institution of colleges and universities, the offices of secondary schools
play a crucial role of connection, coordination and communication on both sides, and its working efficiency directly
matters to the overall image and prestige of the university and college. Based on practical status of the daily work
and new conditions of the present situation, the office director in secondary schools should accurately grasp the
characteristics of office affairs and clearly understand the job responsibilities as an office leader. The chief of office
should continuously promote the internal and external quality, strengthen the operational capability and make due
contributions to the college development with initiative consciousness and pioneering spirit.
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