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  Abstract 
The pursuit of high-quality educational development is a primary objective of 
higher education institutions. Teaching secretaries play a crucial role in managing 
administrative tasks in higher education institutions. In addition to possessing pro-
fessional knowledge and management abilities, individuals are expected to priori-
tize the spirit of craftsmanship and internalize it as their work standards. This ap-
proach enables them to provide high-quality teaching services to their respective 
schools. Empowering teaching secretaries to excel in the new era requires the de-
velopment of exceptional qualities such as unwavering commitment, meticulous-
ness, a willingness to take risks and introduce innovative ideas, and a collaborative 
approach that promotes mutual benefit. Empowering teaching secretaries to work 
with a spirit of craftsmanship enables them to effectively leverage their abilities in 
the realm of pedagogical management, ultimately enhancing the quality of educa-
tion within the school sector. Teaching secretaries are expected to possess a work 
attitude characterized by dedication, innovation, continuous improvement, team-
work, and a commitment to the pursuit of excellence. This empowers them with a 
spirit of craftsmanship. 
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1. The Connotation of the Spirit of Craftsmanship in the New Era 

As proposed in the report of the 19th National Congress of the Communist Party of China, “We will build an 
educated, skilled, and innovative workforce, foster respect for model workers, promote quality workmanship, and 
see that taking pride in labor becomes a social norm and seeking excellence is valued as a good work ethic.” The 
spirit of craftsmanship is rich in connotation. Since entering the new era, the spirit of craftsmanship has been contin-
uously enriched in the spiritual genealogy of the Chinese nation with the continuous development of artificial intel-
ligence, mainly including devotion and dedication, excellence and refinement, application and innovation. This paper 
first discusses “craftsman” from the perspective of etymology. As mentioned in Ci Hai (a Chinese word dictionary), 
“craftsmen are anyone who produces artifacts by skill.” Therefore, craft means superb skill and a craftsman refers to 
a worker. In essence, a craftsman especially refers to a worker who is skilled in a certain field. Devotion and dedica-
tion is the first principle of the spirit of craftsmanship. Devotion comes from self-recognition, great enthusiasm and 
concentration, always holding in awe and veneration and being ready for dedication. Excellence and refinement 
demonstrate a meticulous attitude to work and the pursuit of perfection. Application and innovation lead to the ability 
to unite knowledge and action as well as link theory with practice, breaking and perfecting oneself. The spirit of 
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craftsmanship in the new era emphasizes the pursuit of excellence. That is, to pursue a higher level of achievement 
while accomplishing the task, and constantly surpass oneself.  

2. Job Responsibilities of Teaching Secretaries in Colleges and Universities in the New Era 

2.1 Educational Management 

Educational management is the basic content when it comes to the work of teaching secretaries in universities. At 
the start of the semester, the teaching secretary should liaise with the director of the teaching and research department 
and submit a course plan to the academic affairs office. This plan should be based on the talent cultivation plan for 
each major. Prior to the commencement of the new semester, it is the responsibility of the teaching secretary to create 
a comprehensive teaching plan for the semester, review the curriculum, maintain accurate teaching records for the 
teachers, and promptly notify the relevant departments such as the academic affairs office and other management 
departments in case of any necessary adjustments to the classes (Zhang, Li, & Wang, 2022). The teaching secretary 
is required to conduct mid-term teaching inspections in accordance with the school's standardized schedule through-
out the semester. At the conclusion of the semester, the teaching secretary is responsible for organizing exam sched-
ules for multiple courses, coordinating educational internships, managing graduate departures, and ensuring the 
proper archiving of teaching materials. 

2.2 Student Management  

Student management is a crucial aspect of the responsibilities of teaching secretaries in universities and should not 
be overlooked. The management styles of the class teacher and teaching secretary differ. The teaching secretary 
primarily focuses on managing students' academic performance and status. Managing student status is crucial because 
every semester, some students may be suspended, drop out, or enlist. Therefore, it is necessary to make adjustments 
to the class and other related matters. The academic status of each student is an essential aspect of their job description, 
as it matters to their regular learning and eventual graduation. Ensuring the accuracy of student enrollment manage-
ment is essential. Each semester, numerous students require make-up examinations for their professional and public 
courses. Therefore, it is crucial for the teaching secretary to manage the process effectively and ensure that the grading 
is fair for all students (Niu et al., 2022). Furthermore, the role of the teaching secretary is to facilitate communication 
between teachers and students.  

2.3 Course Management 

The course setting is an all-important task in the talent training program of universities and their departments since 
only through a well-designed professional curriculum can students receive comprehensive training. In order to ensure 
a seamless implementation of teaching, it is necessary to have professional personnel who can manage the course 
effectively. Course management involves the process of collection and approval of textbooks for every semester. The 
management of textbooks is an important responsibility that cannot be separated from the serious and responsible 
teaching secretary, as textbooks reflect the will of the country. Apart from being proficient in mastering the course 
categories of various majors, the teaching secretary should also possess the ability to coordinate and unify work, 
particularly in situations where textbooks or course names need to be changed. 

3. The Value of Empowering Teaching Secretary Work with Craftsmanship Spirit in the New 
Era 

3.1 Empowerment of craftsmanship spirit in the new era helps improve the quality of teaching secretarial 
work 

The quality of work produced by teaching secretaries is contingent upon their work attitude and methods. Together, 
these two elements complement each other and contribute to the overall quality of education for secretaries (Wang, 
2018). Due to the recent advancements in higher education teaching reform, it has been observed that certain univer-
sities have teaching secretaries who possess low levels of professional literacy and a weak sense of responsibility. In 
today's era, teaching secretaries are facing significant challenges. Therefore, it is essential to leverage the power of 
the craftsmanship spirit to enhance the quality of their work. Empowerment of craftsmanship spirit in the new era 



Zhijie Hao, Chenxi Wang 
 

 

DOI: 10.26855/jhass.2023.10.013 1992 Journal of Humanities, Arts and Social Science 
 

helps improve the quality of teaching secretarial work. In the modern era, the spirit of craftsmen embodies the courage 
to take responsibility and a steadfast commitment to love and dedication. As a teaching secretary in charge of man-
agement education, it is important to embody the spirit of craftsmanship. This means adopting a proactive approach 
to work, being mindful of your responsibilities, and treating your job as a mission. 

3.2 Empowerment of craftsmanship spirit in the new era helps enhance the innovation of teaching secre-
tary work 

During this new historical period, the craftsmanship spirit advocates the active exploration of cutting-edge tech-
nologies, methods, and ideas. The spirit of craftsmanship strives to advance science and technology and promote 
sustainable development in society. It is dedicated to pursuing excellence and innovation without ceasing. Due to the 
fast-paced advancements in modern information technology, it is essential for teaching secretaries to possess inno-
vative thinking and critical analysis skills. They should be proficient in identifying and resolving issues that arise 
during the teaching management process (Li, 2017). Empowering teaching secretaries in the field of management 
with a craftsmanship spirit can help enhance their innovative thinking abilities. The teaching secretary plays a crucial 
role in the management of teaching. They can design the curriculum with care, taking into account the feedback of 
both teachers and students.  

3.3 Empowerment of craftsmanship spirit in the new era is conducive to the values of teaching secretarial 
work 

The values of teaching secretarial work encompass the perception and attitude towards work, including responsi-
bility, cooperation, innovation, and so on. All these aspects form the core values of teaching secretarial work (Tian, 
et al., 2017). In the current era, the value of craftsmanship is highly regarded and demands a strong sense of respon-
sibility, cooperation, and innovation from professionals across various fields. These qualities are essential for success 
in this new historical period. Teaching secretaries are expected to possess professional and practical qualities that are 
guided by the spirit of craftsmanship. They should continuously seek new knowledge and experiences, and strive to 
improve their professional skills to adapt to changing environments and challenges. This is essential for enhancing 
the teaching quality of the school and reflects the values of the craftsman spirit in the new era that empower the work 
of teaching secretaries. 

4. Craftsmanship Spirit: The Practical Challenge of College Teaching Secretarial Work in the 
Modern Era 

4.1 Teaching secretaries are experiencing burnout 

Typically, the role of teaching secretary in colleges and universities is always held by young teachers who have 
just started their careers. As the grassroots manager of teaching work, they are responsible for overseeing various 
aspects of teaching within the institution. One notable characteristic is their strong passion for teaching management 
during the initial phases and the feeling of burnout in the later stages. These are the reasons: The teaching secretary 
in colleges and universities is responsible for a wide range of tasks due to the complexity and variability of teaching. 
Their work includes managing academic affairs, courses, teachers, and students. Additionally, they must coordinate 
with leaders from various departments and colleges, which can be a challenging task. In the daily management of 
teaching, teaching secretaries often have to work overtime to handle various tasks such as creating teaching plans, 
arranging curriculums, and managing students. This workload can be quite intense and can lead to psychological 
pressure and an imbalance between work and personal life for the teaching secretary.  

4.2 Teaching secretary work lacks innovation   

Innovation is a high-level thinking ability, and teaching secretaries need to have this ability if they want to stay 
sharp and adapt to the ever-changing nature of their work. As education and teaching methods continue to evolve in 
universities, it is essential for teaching secretaries to efficiently manage and coordinate affairs between various de-
partments and colleges to ensure effective teaching management (Li, 2014). Furthermore, the teaching secretary must 
be able to promptly address unforeseen teaching events, such as modifications to teachers' curricula or temporary 
surges in workload from the academic affairs department, to ensure the smooth functioning of the teaching schedule. 
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The initiative of teaching secretaries is often poor due to the fixed process and methods of school work. As a result, 
they may lack confidence in their own teaching management and exhibit a lazy mentality. Teaching secretaries often 
face numerous challenges in managing education, but they may be limited by conventional ways of thinking and a 
reluctance to experiment with new approaches. 

4.3 Teaching secretary work lacks meticulousness 

Teaching secretaries have a heavy workload due to the complex nature of managing teaching affairs. In the field 
of teaching management, various issues frequently arise. In terms of managing courses, conflicts may arise between 
the teacher's scheduled class time and their place in the curriculum. This can disrupt the normal flow of teaching and 
create challenges for maintaining order in the classroom. There may be inconsistencies between the number of stu-
dents and the quantity of textbooks subscribed, or the textbooks may not align with the curriculum plan outlined in 
the talent training plan. Sometimes, the teaching secretary fails to promptly enter the make-up exam results for the 
students, particularly for the graduates, which may cause the system to show that students' exam results are ''failed''. 
There could be instances where teacher attendance records are not maintained promptly. All of these indicate that the 
work of the teaching secretary lacks meticulousness.  

4.4 Teaching secretarial work lacks collaboration 

The absence of proper coordination in teaching secretarial work is evident in the communication gap between the 
instructors and students at this college. The teaching secretary's responsibilities include developing the curriculum 
and scheduling exams, which involves effective communication with both the faculty and students of our college. In 
the process of daily teaching management, a lack of communication and support from colleagues in the college can 
hinder one's ability to exercise subjective initiative in their work. This can lead to poor effectiveness in teaching 
management work. For instance, a teacher may need to temporarily suspend classes and make necessary adjustments 
to compensate for the missed time. When the teaching secretary fails to communicate effectively with the teacher 
and neglects to inform the students in a timely manner, it can lead to students arriving at the original class location at 
the scheduled time, causing unnecessary inconvenience.  

5. The Strategies of Empowering Teaching Secretary Work with Craftsmanship Spirit in the 
New Era 

5.1 Be dedicated to work: Be conscientious, responsible, and enterprising 

The work of teaching secretaries is empowered by the spirit of craftsmanship, which demands that they love their 
work and approach it with diligence. At work, it is important to have a sense of mission towards the education industry 
and to recognize the significance of teaching secretarial work. Teaching secretaries can take steps to reduce occupa-
tional fatigue by focusing on the following areas, driven by their passion and commitment to their work. To begin 
with, it is important for teaching secretaries to create personal career plans, clearly define their work objectives, 
familiarise themselves with the avenues for career advancement, and cultivate a sense of accountability and purpose 
toward their jobs. To fulfill their responsibilities and handle teaching affairs more effectively, teachers need to be 
diligent and committed. In addition, it is important for teaching secretaries to effectively manage their time, stream-
line their workload, and minimize stress levels.  

5.2 Be innovative: Try self-directed learning to expand your horizons  

In the modern era, the craftsmanship spirit places great importance on consistently innovating and paying close 
attention to even the smallest details. Teaching secretaries must engage in self-directed learning, broaden their hori-
zons, and stay up-to-date with the latest knowledge in the field of education. This includes understanding education 
concepts, policies, student needs, and teaching management in a timely manner. By combining theoretical knowledge 
with practical experience, we can effectively support students by applying relevant concepts to real-world situations. 
There are some instances like acquiring knowledge and skills in information technology, becoming proficient in using 
information technology tools, and innovating the archiving of teaching materials. Simultaneously, it is important to 
actively develop one's own innovative thinking approach.  



Zhijie Hao, Chenxi Wang 
 

 

DOI: 10.26855/jhass.2023.10.013 1994 Journal of Humanities, Arts and Social Science 
 

5.3 Keep improving: Standardising processes and conducting regular inspections  

As an important supportive position in the educational management system in colleges and universities, teaching 
secretaries serve as a vital link in the teaching process. Their responsibilities include not only assisting with teaching 
management but also serving as educators, which is a crucial aspect of university education and teaching. Teaching 
secretarial work requires a focus on excellence and meticulousness. Teaching secretaries should have a clear under-
standing of their job responsibilities and the requirements set by the school. It is important for them to continuously 
enhance their professional knowledge and skills in teaching management, and also establish standardized work pro-
cesses. In order to ensure a smooth and organized workflow, it is essential to create a well-thought-out plan before 
tackling any complex task. In the daily management of teaching, it is important to pay attention to every detail to 
ensure that the work is executed without any errors. Simultaneously, it is crucial for teaching secretaries to maintain 
strict discipline and develop the ability to remain focused and detail-oriented even during periods of high workload.  

5.4 Teamwork: Active participation, communication, and interaction 

The pursuit of excellence requires the essential spirit of teamwork that is advocated by the craftsman spirit. Col-
laboration within a team can foster strong cooperation and mutual sharing of ideas among its members. The role of a 
teaching secretary is closely intertwined with teamwork, collaboration, and effective communication among col-
leagues. The teaching secretary should prioritise collaborative communication as the focal point of their management 
work. By facilitating communication and exchange, they can ensure the smooth progress of their tasks. During teach-
ing management, it is important for the teaching secretary to establish positive interpersonal relationships with col-
leagues. This includes encouraging and supporting other people, as well as stimulating enthusiasm for their work.  

6. Conclusion 

As an integral part of school administration, teaching secretaries play a crucial role. The spirit of craftsmanship is 
characterized by a mindset and actions that prioritize the pursuit of excellence. It involves a continuous effort to 
improve and innovate. As a teaching secretary, it is important to cultivate a strong sense of the "craftsmanship spirit" 
and incorporate it into one's daily tasks. A teaching secretary should be dedicated and down-to-earth, and possess a 
strong sense of responsibility and a commitment to high standards. 
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