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Practical Challenges and Ways to Improve Efficiency in Graduate Secretary Work under
School-Level Management: From the Perspective of Practical Work in Secondary Colleges

Wei Yangzhu

College of Life Sciences, Northwest Normal University, China Gansu Lanzhou 730070

Abstract: Against the backdrop of the in-depth development of connotative higher education and the ongoing deepening
of the secondary management system in Chinese universities, graduate secretaries at secondary colleges are the frontline
personnel in graduate education management. They are responsible for a series of tasks including admissions, training,
degree conferral, and daily services, and the quality of their work directly affects the effectiveness of graduate training.
Based on the author's years of work experience in secondary colleges, this study systematically reviews work in areas
such as admissions management, archive management, thesis management, academic activity organization, and IT
operations. It objectively analyzes current issues such as blurred responsibilities, excessive workload, complicated
processes, and insufficient support, and proposes ways to improve the quality of graduate management work in terms of
clarifying responsibilities, optimizing processes, enhancing capabilities, and ensuring mechanisms.
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