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Abstract

The administrative office of colleges and universities is a window to show the university

scene and contact the inside and outside of university,so it requires the office staff to have some special

skills. Based on expounding the basic qualities of administrative officers, this paper explores how to im-

prove the efficiency of the administrative office, describes how the office manager unfolds innovation

work according to the work experiences and suggests the administrative officers should strengthen serv-

ices,enhance the consciousness of coordinating emergency response and work innovation.
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