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Abstract: With the continuous expansion of modern enterprises and increasingly complex operational environments,
corporate administrative management faces issues such as inefficiency, unclear responsibilities, and resource
wastage. Based on comprehensive management theory, this paper systematically organizes the functional structure
and operational mechanisms of corporate administrative management, proposing a framework for an administrative
management system that aligns with corporate development needs. During the research process, through comprehensive
planning of management processes, organizational structures, and responsibility allocation, the collaborative models
and optimization pathways for various administrative management stages were clarified. The findings demonstrate that
this system can effectively enhance the standardization and execution efficiency of administrative tasks, strengthen
interdepartmental collaboration and information sharing, and provide practical solutions for achieving refined internal
management and scientific operational decision-making in enterprises. This study holds significant reference value for
improving corporate management systems, enhancing organizational governance capabilities, and promoting sustainable
corporate development.
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