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Abstract :

With the rapid development of digital technology in China, digital transformation has gradually

swept across all walks of life. As the core hub for information transmission between superiors and

subordinates within organizations, the traditional functional model of secretarial positions has been

increasingly unable to meet the needs of organizational management in the new era. Digitalization can

reshape the carriers and processes of secretarial work, and also put forward new requirements for the

functional positioning and work content of secretarial positions. In view of this, focusing on the trend

of digital development, this paper starts from the core significance of the functional transformation

and competency development of secretarial positions, conducts analysis combined with industry

practical experience and existing problems, and proposes corresponding strategies for post functional

transformation and competency development.
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