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Exploring the Essential Qualities and Pathways to Enhance Administrative Coordination
Proficiency for Teaching Secretaries in Private Higher Education Institutions
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Abstract: In the context of rapid development of higher education, private higher education institutions, as an integral part of the
educational system, is directly related to the future development of students and social progress. However, amidst the burgeoning
educational demands and multifaceted academic administrative responsibilities, the role of teaching secretaries in private higher
education institutions has become particularly important. They are entrusted not only with the management of day-to-day academic
administrative work but also with the coordinating relationship between teachers and students to ensure the unimpeded progression of
teaching activities. A systematic analysis would be conducted therein in terms of the role definition, job responsibilities, and essential
professional qualities and administrative proficiency of teaching secretaries in private higher education institutions. It’s found that
proficient communication skills, adept administrative coordination capabilities, as well as innovative problem-solving proficiencies
are key to the fulfillment of the duties of teaching secretaries.
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