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Abstract

The office of scientific research unit is a comprehensive administrative department with the func-
tions of government affairs coordination, service guarantee and information hub, which is an im-
portant support for the efficient operation of scientific research activities. With the continuous
deepening of the reform of China’s scientific research management system, the office work of scien-
tific research units is facing multiple challenges such as functional expansion, service upgrading
and efficiency improvement. Starting from the special positioning of the office of scientific research
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units, this paper analyzes the main problems existing in the current standardized management, and
discusses the promotion path of the standardized management of the office from the four dimen-
sions of system construction, process optimization, information construction and team building, so
as to provide reference for improving the administrative efficiency of scientific research units.
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