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A Preliminary Analysis of the Management Function of Teaching Secretaries in Secondary

Colleges of Vocational Undergraduate Colleges
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Abstract: A teaching secretary is an assistant to leaders such as branch deans and department heads in managing teaching
work. It serves as a bridge between the school’s academic affairs office and departmental teaching work, and is also a link
between teaching and management. The teaching secretary is an important component of the teaching management team. Due
to the multiple leadership of the school and college, the management functions of the teaching secretary are ambiguous. The
paper mainly explores the management functions of teaching secretaries, identifies the problems that arise when exercising
their management functions, and thus proposes a path to enhance the management functions of teaching secretaries and
strengthen the construction of the teaching secretary team.
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