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As the basic core strength of the teaching management system in colleges and universities, the
teaching secretary is the key hub connecting the teaching management departments, departments,
teachers and students. The quality of their work is directly related to the stable operation of the
teaching order in colleges and universities, the improvement of teaching management efficiency
and the guarantee of the quality of personnel training. With the connotative development of higher
education and the deepening of teaching reform, the complexity and refinement of teaching
management in colleges and universities are increasing, and the work content and responsibility
boundary of teaching secretaries are also expanding. Based on the practice of teaching management
in colleges and universities, this paper puts forward the targeted optimization path from the dimensions
of standardization construction, information transformation, team construction and system guarantee,
aiming to provide theoretical reference and practical reference for solving the dilemma of teaching
secretary work, improving the refinement level of teaching management in colleges and universities,
and promoting the continuous improvement of teaching quality in higher education.
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