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Research on the Current Situation of Administrative Secretarial Studies as a Demonstration
Course and Strategies for College Students' Employment in Higher Institutions

Wu,Zhisong
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Abstract: The teaching of Administrative Secretary Studies should be primarily practice-oriented. When designing course assessments,
it is advisable to allocate assessments according to the ratio of “60% practice + 40% theory”. Given the diverse aspects covered by
secretarial studies, each subcategory should have its practical teaching components. This approach allows students to comprehend
course content through practical experiences, identify and solve problems during hands-on training. Moreover, emphasizing
comprehensive practical training by breaking down each task into training projects enables students to immerse themselves in
immersive experiences of workplace tasks, deepening their understanding of secretarial work. This holistic approach aims to cultivate
students’ office and coordination skills comprehensively, enhance the competitiveness of college graduates in employment and
broaden their future career development prospects.
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