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Abstract :

This study aims to explore the innovative practice of teaching secretary work in local colleges and
universities based on the PDCA cycle concept, so as to improve teaching quality and management
efficiency. Through methods such as function reconstruction, process reengineering and lightweight
operation, the study transforms the role of teaching secretaries from traditional transaction executors
to quality monitoring hubs. The project team carried out a pilot in the School of Artificial Intelligence
and Manufacturing of Hechi University, and gradually optimized and promoted it to the whole
school through measures such as revising job responsibilities, developing PDCA work toolkits, and
establishing case databases. The conclusion of this paper is that this innovative model replaces
resource input with management innovation, providing a low-risk and high—return reform path for local

colleges and universities with limited resources, and has strong universal value.
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