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Abstract

Administrative personnel in universities are responsible for the daily management and operation
of the school, including the formulation and implementation of various rules and regulations,
managing campus order, and organizing and coordinating various work tasks. Their responsibility
is to ensure the school runs smoothly and provides a conducive environment and conditions for
education and teaching. This article aims to study the problems in the job responsibilities of ad-
ministrative personnel at ] University, in order to avoid duplication of work and resource wastage.
By arranging job responsibilities reasonably, each individual can focus on their respective areas of
expertise and better utilize their abilities. Optimizing the job responsibilities of administrative
personnel in universities promotes collaboration and cooperation among team members, thus
improving work efficiency.
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I REEVE N E B R GRS L A A B EAF, HATBN R AR T 58 h A HEEN.
JRZEHATBN GUAE AR R A0, i NS BE L I 35 A B, R SR8 BR[O S 55 T RS ik
ATHIHR BT B 22 A RIS AT R IR 55 & [1] . SRT, BB I AH A AR S O AR A, AT BON R I
OB KPR AT ] 2] -

H5E, ATBON RIS ISR IEAE R A . B AR G R B R SR B0 n, 48 b, AT
N E G TTACEATEBCER 55 AL AR SR, BRI BRI AR S M A Jig BESRAT LN Gy LA B8 T
ZRZFEACIIRE S, PIanelg 8 ge . Vaim b iAABIA SRS . R, ATBON 3 7R BRI S R X e AR ik,
DL AL A R B N EER[3]

H HFATBON 5 b LA A RS B I SC AR L A A2 75 A3 RO i R LR B 22 AL 1Y
IBATRCR - ATBON B B HATT 17 AR A AE T RE 2 T B0 T AR AN AR 2 A B R, AT X 22 A O
BRSP4l B, 0 3 REAATEBON B A7 A BT R BEEAT IR AN TE, 3 A (1 25t 7 5
AT, FLATH B B AN SEEE

e, FEEAMETATEN R AR ST R AT R A —E KR BRECR . EAMF2 KB 2T e
T EATBN GRS S HIWTTE, e E SRR SRS R 258 44 i [5] . [ N Ay — SR 7T
WU SR 2 AR LU T A D ERZN BTk JRTIT, 7E I KRPIPER S A E W 5T, ATEON R
FEHATT ) AT TR BB R, JEH R B SRR Ly TSP 0, BF FTIR AL T 2B Fr B

1.1. AIRENREERE
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BUEH TAERACRIEE T . BB B AR T

ATH TR 3 REFATEON T AL ER ST O BIOIR AT 1) 3t I 6 AT N A R Tl . PN RS AT 1 vk
ITRGHELRI T, R H H BTAFLE A 2R 75 ZE ok it g

RNRGT FEBUTEON 01 A HR BT A R S5 R . NI EERLR . R, AA B REZAN A, T
I R A R S R L, R g St TR A 4

T FEE M S ) OKEFAT BN A RIS IE L, SCECRA ISR, WS N A AR N ARE
ROFE . 500 TAEFEE) ML TAE @0 ) @ (5 Ava s . TR RS SR AIH6E ) %5
B, FIFH 23 SEZ B T 3 RS2 HAT BN 53 HEAT 5 A7 R B 1 7 (U 25 ) B 4 3R VE WL 3%) « JLR R 45 150
By, AR T 141 fr i, ORISR T 94%. FAR BT

R ARG BN 125G HE RN RIEARE.

Table 1. Basic information of the people who participated in the questionnaire survey
# 1 B5RERAEMARERER

TiH 5 N i B

5 76 53.9%
P

% 65 46.1%
25 B LN 25 17.73%
26~35 % 46 32.62%
aa 36~45 ¥ 39 25.53%
46~55 % 21 14.89%

55 % LA I 10 7.09%

U 11 7.8%
E30] N 107 75.89%
fiit -+ 23 16.31%
LEMT 42 29.79%
1~3 4F 49 34.75%

TAEEHL

3~5 4 32 22.70%
5 4Lk 18 12.76%

1.2. BEEEER

1.2.1. BAAESEERBE

1B “ATEN R TAE R R A BLyaE . A EYME” B, mGE LT =AM 85 i)
VB ABRIAEPME LK — A Sm@ e, Imf 141 4G, “@Wmim” 4 12 A, 5 8.51%,
ARRIEEME” WA 123 N, & 87.23%, “—ASVWEPME” IH 6 N, 5 4.26%.

A3 AR DL L ATECN AR LA 8 1 50 2 s

DOI: 10.12677/ae.2023.13101191 7668 HHHRE


https://doi.org/10.12677/ae.2023.13101191

87.23%

ARREIEE e o RAZWENME  EEEEME

Figure 1. The executive communicates with each other to investigate the situation

1L ITBARHERBIERAE

ML HTRAE, R A RATEN A B TAE P B8, SE ) REPATEN B TR
HHAEELE BN IS .

HERE T RS RA BTN ARMHEEETE , 2ol “REM” , “FEAEM”,
AR =AM, WESERER, REM” MABGE O 8.5%. “HEAHAL” AN &Ly 15.3%.
CARERL” BANBUE O 76.2%, DL 2 902 A T A AR .

15.30%

76.20%

CAREAL m BEAEA e FITHRK

Figure 2. Survey on the importance of communication by the leadership
2. MEEIABRITIEENIZERE

ME 2 sparBLE B, B BOTT 2 I A BT BN G4 AR R b 74 I 5 00 -

1.2.2. TEREFBERAE

ETAERE P E T, W& E T “HUTrFRATERA TAERF 2B R, G5 “BIFRd” .
CREFPAHAT B R CREF TR BN 955 N.65 AF122 N, 435l i 38.7%.45.8%7H 15.5%.
UL 34T BUE B TARFR T 2 15 B G LR 2 o
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Figure 3. Investigation on whether the administrative work procedures are complicated
3 THEEIEEFREEABEALE

1.2.3. ITBARBRSSERRBE
B SCAE T, W5 e AT RS S E” NEUr 3N 4 N 64 N\ 73 N, 439l 5 2.84%.
45.39%F1 51.77%. ULIE 4 7TEON RS S A R

AR = BERE « BERE

Figure 4. Executive service attitude survey

B 4. (THARBRSSERE

M 4 FRr VR, 48R 23N RIR 2 H BT BN SRR S5 45 FE 22 AT U U 5 24 A% 1 2 R 1
R T

FEh, BN R AT I RYE R TR T B i TABE BUR? 7 BB N 3 AL 130
AFI8 N, 435l 2.13%. 92.2%H1 5.67%. W.IE 5 22K 5 (47 9 ) 73 44 T H 0 AT BN 7 G103 ) 2
BRI o
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Figure 5. Whether the code of conduct established by the school reflects the encouragement policy for ad-
ministrative staff innovation investigation
B 5. FRHIERITAENRE I EIHTEA RIS BEREE
MK UL, KESMTEN AR, AR AT A R R g i R G, ik
A XA A TR U -
124, TEQIFHAEBNERBE
BEXTHEESCAL R, R3S L “ATBON R R B GBI NErmlh 4 AL 64 N 73 N, 43l
i 2.84%. 45.39%A1 51.77%. UL 6 17BN S BIHT R E R o

2.84%  2.84%

fé?“”

45.39%

B e WEGEL r MR

Figure 6. Executive innovation development survey

B 6. (TBAROHF%RIFE
I 6 AT ARt KB THOR, F RO TBN R B I 00 K.
2. RETBA BRI S P FERE)ES
2.1 SIBESHRT SHEREB SR

MR E SR AR, ATEON G “AR/RIFIEME" 15 87.23%. (EARKIHEIZE D, THN &%
HEANEIT B R U ESAT A REE S . AR, T REATBON R RIS AR A
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HIERE A, 282 HBUE R AR, REBRER @, LAk, ARATEON R Z A Mk = &4 H b
TEREH, SBONH HEEZAG . HARTCIZEIA SEOLRITE OUR A A A4 . 3 KSAATIBON SR B 4 55 Bk = e 2V
5 P EE I SR A TR B AR S 55, A7 AR — Seya sl AP 7 T AN A2 -

G, SR R R RE R AR AT BN ARSI AL 5 B A AR A J RS AT BN B AE AL BEAT B
HEMRIEH ORI G AW 17, S AR R R, AT s A E T
WAt N BB, 345 X7 Tovh A ROt A LR A LR

Fok, S Z R IR BE JD R FRAT BN SR AL BE S5 55 I To i A ROt B SRR AN R & 07 Z IR &R
JREEATHN R 2 HOBA R RE S, SRR RE A PR ELAT R o AT TR AT RESA 2% 3 AL EE 73
BCAE S5 RN GO RE J), BT AR 3 L A A 45 A0 R0 1 BRI

XA R = e RV 8 5 A R 0 DR R AT B AR R AR e . 0k, BB A R EUTAE
O IR 22, 38N AR R 28 MR R A B AT R . K, IMAA I SR IAERCR, SBURIER
WAMESTIELR, M TR RS R P X il AR 20 I KA AT BN Gt i) AR RE ™ AE AR

22. TIEEERFTTK. &8I

TN RAEA BRI R HIEIN R R RS M e, i aE AL ERES
AFHIATT, FPECAERCRACT o XEBATBON 2 75 2L 2% K (I AT )R AR B BB F8:, T
A3 FUA B 0 AR TE ik S A B . 3 RAAAT N A TARRR PTG, BB R A AR LA

B8, I REAATEUE B K B 22 AT AN A 2 TR i R E & AN S I o SR P 8 e HEATL A AN
AT R, R SCIF 5 AR N BT T 2 TR (el A A 3, i i AR AR T K A B

FR, 3 REFATBON GUR T BT R B (R SO R SCRY, AR E R RS S5 50 o i SR 7 =k
ZEGEYE, Hein i EE ARy A AR AL, e IR AR ), SECTAER R IUK.

K 3 REATEN G RGN G AR L T ERI, 7T REAfF AR A F B IR A 58
HIREL. X T ARE R GERIFIN GORYL, R RETE AL 5 2 (I 8] 25 RO HARME L, B AR R

S o
&

e, WERETTZ 8 (I HR ST AR PR R 5 I e, e B2 S AR R 1 IRl L. IXHE
=R, I RFATBN BAETE B AR fF HA N 2 A B d %, RS ITT KA.

2.3. {THAGBRSZSERRR

3 R BATEON G55 A LA AR 12 A A BAT B AN D3R AL B2 A R 000 T 10 i, R0 i
TABRIIZEE . BAREIUN LR LA 5 :

B, 3 REEATEON O T A s O TR A e S SO o b, FEARER — 28BS L B R
FLRSW, ATEBON G REERA KN [l B g, 25 N R A SO R . XA S ik
NEEBIABEA, PRI R .

FLIR L 3 RZEAT BN DIAE AL 3 0] N 5 = 0475 IR oo o A IS A 272 A2 BUBOIR 1 n] e 7 B s W Bl ok 35 )
EAT BN R EDAN REER AL R I iEfl (15 B elids ¢, EEE R I AN WU 485 B 5T 1 k. X N —
ol 55 FURLAR R R GE, MBS TR RE R

G 3 REAATHON AT REIEAFAE G AR 55 S EEAN A BB O Bt FEAr oA A s I AT REAS
A, HEEAAGS R TTE, SRS R IRMARSS 5T MRS 228 N N A LFRIED
R, RO T R

e, 3 REEATHON AT REAE AL B (o) U A BRACR AN vy o AATTRT e A RE RS 8] L HE& SR ECE IR
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Zi BRI, 3 RFATEON RS A FEAFRN 2 R BN AN B A 1) 8 e = Rt A O RS A FE
AN B AL A PSR AN R A T, XA FE AN BN U BRS80S SR 50 A E
PRI . T BRI O, SR NAZANSE X AT BN SLIES YIRS B, 19 am Al AT TP A 55 IR BE

24. ITBRARETERERZ SIFHIRIR

I REA AT BON SUE A i = G038 2R 32 ZLAIUAE BLUR J LA :

B, I RFATEN R Z X AN R U . AR IS T T R B BAT A AN S B
BT AMFRETE . BRI % SUR AR RS . X S EUBATTE KNAENLE, TovEE s Biis ol
AT AL .

FR, 3 REATBON G TS e n e o7 sCORIIRTRE o A AT] S35 T 42350 3t Db R AT 2% b 0 25 ol 32
P, TRl RS A, BT TERA —E e i, Ao A= Ea)
REMAVHIZN 77

FRHR, 3 RZFPATBON R (A BV A M EAEAE A o« 1 TGk Z 08 50 1 VRIS B A7 (S I &4, ATEOA
A A5 BSEAY, M DO AR AR o R RE /T o X AEAS- QR K B 4EM B S eIk R 2
LRI

e, 3 REFATEUN G0 AR S AT SR AL X 68T SR M TR AR — € I 2. W R sk = R fit
MR RN A, B SR AL T B A AL T R AR R A, AT BN Gt
He CARR IR BB SR BT o

3. ) RETBA BRI FERRAIX R
3.1 RIHTHARLESEFZHAEAEE

M ST R g, HET I RSAATEON AL TR 9555 6 = i Ve 8 S R EE 7y, BRI 0 REPATEON 3R
i AR THT N A S5 VA IERE /1, BARMEEDT -

s REEAVIEU T I REATEON SR, SRR RV A P e A B I AR R R, "L
A LRI U B AR SR B0 1 A B AT RS, A8 RV I BT« SR gk o SR LA B AT BA
A AESETT T RN IR AMIERE o 3 TR AR5 T DA B AT BON 5 B4R 5 v e @ A i ae /s, S fn
AP 55 I fE

B, ESLEETTUMENLS: O T IREEER IR, ATEN AT ES AR R
AP TSR H AR, ATV S A A T UL KAL) R B B AT BN B At 5 A
I TR AT AN, AT BE AR [6] . X AL T LR & I H T e W B TR Y, ik
FABTTHIAT BN AR A G BE AR 2 — 2 5P AR, (R BIL R . thdh, FERSERTT0TH 5L
5, W UMEdG— 2 AT NRGE D TR, #RRAENY . HbsiE .

W=, MANAEANE TR O TSRS AT BN S RVAIEA YR RE s, T DM ] — 2 TR AMIER RS
FAAAT AR B 55 (7] B, wTRASI N BV REE R RS, W i FSF & L EAT E B TR AR,
RAE AT BN P AL M BR R TAR e, I35 Rt R BA AR A SR 580 A, 3B AT LU ST— A P R
HIEM 2%, AAERTHESIR . AR S R SESE, EATEON R Z A EAT P Vi AL A5 2

I P =, AR R 0 OKSAATIEON G RV AT PR BE T, AT A R L AE AR B 355 I R
R AR BE T R o TORES SR AR R MU AR IS B AR A R
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UM BE, 3 K SEATEC ) B 1) T AL P A7 AE TU AR I 0 1) 3, X R 190 75 M LU R = AN 5 T AT B Ak
fiff e

H—, MWSCHRTLE. GAMTEUN B LT, HE RS KRR S MER, iz, iF
B RS, RSB R B HARR, TRER T TAESEE. Bk, 10 ERATBUE AT
R, WA L. T RUBE AR A, SRR TR SO, R T DIERET S HIES
Fif s 8, JFESERAMPF . FR, BOE—SEE IR HEAIAT, W7 BT E .

B, AL TTARRER . AT, 4780 B i) TARRARAELEVE 22 30 388 B VR AN (58 1215 R0 5 57 -2 1] fg 7] R,
XFETE BB TAEREEK. AT ERIEA W, BATTASI NGB RS, DS
AL (B B3 . — MR INERE L — DN &, 3% T AR5 S B RS e —
i, XAE AR N Uk B I 2 LA DGR SO BERE, TR DV SR IR S B AR T R [8]. 3 4b,
RARYE TAERAR I SEBRIE DL, X &AW HAT A, &390 TAER ST, @ E S5 5 fA0
IR

=L EER A AL E AL . B TATBU B TAERR UK BB, 0 TAE TAEh & 5 I iR B
AEAEFRAE ARG A . SR 7RI AN ), B DOnas oo 03 T R85, A SRR AN B AR 1 551
WA R, AR T TR TARRR T R ARG, SR AT TR . 4,
S BB AN AL T ER ST AIE AL, MR EEAS 01 RIS 48 B O TARAE S M SHTVE ), 8 G AT 5558
XA A B A ) 1) 7

ZE FRTR, R ) RFATEO G TAERER UK. BB, T RSB RS, AL TARRE
DA s 55 IR0 50 A7 78 07 o SXAEA RBHR =y TAERER, Bk TCAR M BRAT, AT B3 ey SR B v ) AR AR

3.3. BIITHARRSSE

fiE R 3 REATEON R 55 A EASBIRR IR IR0 L, o] UM B = A5 T BEAT ) 3k -

F—s SRR REE o RATBON 34T L 3 AR 5 ORI, 4w L AR R AR 55
AKCP[9]e B HAEIPE, TFR T MP R, INSRIA BT B kS5 BRI,
S BIAT BN SR SLIERA AR B S Ay NAL SRS .

S BESLEUIALE . 9 T BT BON BRI AR S5, AT LRI R i . o, BRI
il 0 ARLE TARR IR AT BN AT R RIR 52, A A 14k 885 1. FLIR, ST S5 L
R 55 NI R IR A, AT AT N RS IR S5 A5 . Bedh, I mT DASRAME 03 TR Il 2 AL
A THL 2 277 SORBUMA IS R A 55 A R, (AR ATTRE S AW T B O ML RE S AR 55 7KF

= GIABORRBHLS . AT IR S BRI, Sah A AR AN 53 T R 35 AR 14T 0
BEATHUR, IR BRIEAT S AR ER[10]. ST DASOL T [T URARBR BRI, @AM BB &, EF
HREMS (R SR T R R, O S AR BRI AR e RIS, 0 TRRURATEON R, R AT A A
X IS5 AR AT 9t AT A IR A

REPmE, B ) KEATBON GRS S AR L, 7 ZAnsE I AR EH . LBl
i LA SINBR B S IR S &, A REA BB AT BN IR S5 L
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