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Abstract

The Party and administrative office of a university serves as its comprehensive
administrative agency, occupying a pivotal position in connecting higher-level and
lower-level units, facilitating inter-departmental communication, and coordinating
internal and external affairs; it undertakes fundamental functions such as document
processing, conference organization, and general administrative operations. In the
current era, the in-depth advancement of the modernization of university governance
systems and governance capabilities has imposed higher demands on the Party and
administrative offices regarding their political stance, service quality, and operational
efficiency. Building upon an analysis of the "three service" functional positioning of
university Party and administrative offices and the requirements of the contemporary
era, this paper examines existing challenges in these offices—including the insufficient
role of advisory support in administrative decision-making, non-standardized document
processing procedures, inadequate implementation of supervision and follow-up
mechanisms, and the need to enhance the professional capabilities of staff. Furthermore,
the paper proposes optimization strategies—such as emphasizing political leadership,
focusing on core responsibilities and primary functions, adhering to institutional
standards, and strengthening team development—aiming to provide a reference for
improving the quality of work within university Party and administrative offices.
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1. Introduction

The Party and administrative office of a university serves as a pivotal comprehensive
administrative agency for the university's Party committee and administrative leadership. It
occupies a strategic hub position—bridging higher and lower levels of hierarchy, coordinating
across various departments, and maintaining connections with both internal and external
stakeholders. The office fulfills fundamental functions, including document processing,
conference organization, and general administrative operations. It constitutes a critical link in
ensuring the efficient operation of the university's Party committee and administrative
apparatus, facilitating the effective implementation of strategic decisions and deployments, and
serving as an important window to demonstrate the university's governance capabilities,
institutional image, and professional conduct. The quality of its work directly influences the
orderly advancement of the university's various initiatives. During his inspection of the General
Office of the CPC Central Committee, Xi Jinping emphasized that the work of the General Office
must uphold the following principles: maintaining absolute political loyalty; cultivating a highly
conscious sense of the overall strategic context; adhering to an exceptionally responsible work
style; embracing a spirit of selfless dedication; and upholding moral integrity characterized by
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honesty and self-discipline [1l. This important exposition profoundly elucidates the political
nature and fundamental requirements of office work, providing essential guidance for
conducting such work in the new era. In this new era, the modernization of university
governance systems and governance capacities has been vigorously advanced. Reforms in
teaching and learning, scientific research, and talent development have become increasingly
demanding, workloads have accelerated significantly, and operational standards have risen
steadily. Consequently, higher demands have been placed upon the office's political positioning,
service quality, and operational efficiency. Accurately defining its functional role, addressing
practical challenges, and enhancing work quality constitute critical tasks that university Party
and administrative offices must diligently study and strive to fulfill.

2. Functional Role and Contemporary Requirements of the Party and
Administrative Offices of Higher Education Institutions

From the perspective of its functional positioning, the core functions of the Party and
administrative offices of higher education institutions are primarily embodied in the "Three
Services": serving development, serving decision-making, and serving implementation. Serving
development fulfills the requirements of strategic guidance; it demands that the offices adopt a
holistic view of the institution, formulate high-level plans aligned with its key priorities, and
thereby serve as an effective "advisory body" for the institution's overall development. Serving
decision-making constitutes the central function of these offices; it requires them to act as
competent advisors and assistants to the Party committee and administrative leadership,
providing comprehensive informational support, investigative research, and strategic
recommendations to facilitate scientific decision-making. Serving implementation represents a
fundamental requirement for the efficient operation of these offices; it necessitates the exercise
of oversight and follow-up functions to ensure that various policy decisions and deployments
are effectively implemented and yield tangible results. These three functions—progressive in
hierarchy, yet organically integrated—collectively form a complete functional framework for
the work of the offices 1.

In light of the demands of the current era, during his tenure in local government, Xi Jinping
profoundly observed that office work possesses its own distinctive characteristics and inherent
laws; that research and investigation constitute an essential prerequisite for scientific decision-
making; and that such work must neither be omitted nor handled carelessly[2l. In 2014, during
a symposium with representatives of the staff of the General Office of the CPC Central
Committee, Xi Jinping put forward the clear requirements of the "Five Adherences," thereby
charting the course and establishing benchmarks for the work of general officesll.
Simultaneously, with the implementation of the *Regulations on the Handling of Official
Documents of Party and Government Organs*, the handling of official documents within Party
and government organs has achieved unified standardization; each stage of the document
lifecycle—including drafting, review, signing, processing, and archiving—has become more
institutionalized and proceduralized; and the conduct of document and meeting management,
as well as supervision and follow-up tasks, now possess clear institutional foundations [3l.
Furthermore, the General Office of the CPC Central Committee issued the *Notice on
Coordinated Standardization of Supervision, Inspection, and Assessment Work*, which set
forth explicit requirements for coordinating and standardizing these activities, firmly resisting
formalism and bureaucratism, and establishing higher standards for office supervision and
inspection work [4l. Overall, in the new era, the work of Party and government offices in higher
education institutions is undergoing a transformation—from a traditional "administrative"
model toward becoming "consultative,” "service-oriented," "standardized," and "digitized" —
characterized by continuously expanding functional scope, elevating service tiers, and adhering
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to increasingly stringent operational standards. This transformation necessitates that office
work not only uphold the fundamental principles of political awareness and consideration of
the overall situation, but also adapt to contemporary developments by innovating its
methodologies, thereby effectively delivering high-caliber consultation, high-efficiency services,
and high-quality implementation outcomes.

3. Key Challenges Currently Facing the Work of Party and Administrative
Offices in Higher Education Institutions

1. The advisory and supportive role in governance has not been fully leveraged. Some office
operations remain confined to routine administrative tasks—such as distributing and receiving
documents, organizing meetings, and handling routine affairs—while lacking in-depth research
and investigation, producing substandard information reports, and demonstrating insufficient
understanding, analysis, and policy recommendations regarding the overall direction of the
university's reform and development. Consequently, its capacity to serve as a strategic advisory
body for decision-making has been relatively weakened. The ability to support governance
through documentation and strategic planning requires further enhancement, making it
difficult for these offices to truly function as an "external brain" and "think tank" for the
scientific decision-making of the university's Party committee and administration.

2. The handling and processing of official documents lack sufficient standardization. Some units
have failed to strictly comply with the *Regulations on the Handling of Official Documents of
Party and Government Organs*, resulting in non-compliant document formats, lax adherence
to document drafting rules, inefficient coordination within document circulation processes, and
inadequate control over processing deadlines. Consequently, the quality and efficiency of
document handling require improvement, which to some extent has undermined the authority
and effectiveness of these documents in their implementation B1.

3. The intensity of supervision, inspection, and follow-up implementation remains insufficient.
There are phenomena such as "emphasizing deployment while neglecting implementation" and
"emphasizing the issuance of documents while neglecting follow-up supervision.”" The methods
employed for supervision and follow-up are relatively limited, follow-up mechanisms to assess
effectiveness are inadequate, the application of results is insufficient, and the "last mile" of
implementation has not yet been fully bridged. Furthermore, there remains a gap compared to
the requirements for coordinating and standardizing supervision, inspection, and evaluation
processes, as well as for strictly avoiding formalism [4].

4. The overall capabilities and competencies of the team require improvement. The office faces
a heavy workload, numerous concurrent tasks, and stringent requirements; furthermore, the
personnel team exhibits a certain degree of turnover, and the political awareness, professional
competence, writing proficiency, and confidentiality awareness of some staff members vary
considerably. These aspects still fall short of the high standards and rigorous requirements of
the "Five Adherences," and specialized training programs as well as talent pipeline
development remain relatively underdevelopedIll.

5. The levels of informatization and coordination services remain suboptimal. Against the
backdrop of rapid advancements in digitalization and intelligentization, some offices still lack
adequate office automation capabilities, and information silos persist. The handling of
documents, meetings, and operational tasks continues to rely heavily on traditional methods,
while the initiative and foresight in overall coordination remain insufficient. Consequently,
these offices often find themselves overwhelmed when confronted with multiple concurrent
tasks or unexpected situations, and their service efficiency requires further improvement.

265



Frontiers in Humanities and Social Sciences Volume 6 Issue 10, 2026
ISSN: 2710-0170

4. Practical Approaches to Optimizing the Work of Party and
Administrative Offices in Higher Education Institutions

To address the aforementioned issues and enhance the quality and efficiency of the work of the
Party and administrative offices of universities, it is essential to integrate a problem-oriented
approach with a goal-oriented approach, focusing primarily on the following areas.

1. Emphasize political leadership to cultivate a political character of absolute loyalty. Adhering
to Xi Jinping Thought on Socialism with Chinese Characteristics for a New Era as our guiding
principle, we shall prioritize political construction, strengthen the "Four Consciousnesses,"
consolidate the "Four Confidences," and uphold the "Two Upholds," thereby consistently
maintaining high alignment with the CPC Central Committee in thought, politics, and action. No
detail in office work is trivial; upholding political integrity is the foremost requirement. We
must consciously integrate political integrity throughout the entire process of drafting
documents, convening meetings, and handling affairs, strictly observe political discipline and
political rules, remain loyal to the Party, and fulfill our responsibilities toward the university,
ensuring that all deployments made by the university's Party committee and administrative
leadership are implemented faithfully and without distortion [112],

2. Focus on core responsibilities and primary functions to enhance the capacity for providing
strategic advisory services to support administrative decision-making. In alignment with the
university's key priorities and major strategic initiatives, we will vigorously promote a culture
of in-depth research and investigation, broaden information channels, strengthen information
analysis and comprehensive evaluation, and improve the quality of policy recommendations,
thereby serving as effective advisors to the university's Party committee and administration.
We will rigorously ensure that all official documents meet political, policy, and linguistic
standards, thereby elevating the effectiveness of document-based governance. This approach
will fully leverage the office's pivotal role in bridging higher-level leadership with frontline
operations and coordinating across all departments, providing robust support for the
university's scientific decision-making processes(tl.

3. Adhere to institutional standards to enhance the quality and efficiency of document handling,
meeting organization, and operational management. Strictly implement the *Regulations on the
Handling of Official Documents of Party and Government Organs*, standardizing all stages—
including drafting, review, issuance, circulation, and archiving—of official documents, thereby
advancing the standardization, proceduralization, and digitalization of office operations[l.
Optimize meeting organization by strengthening overall coordination to avoid redundant
arrangements; refine the closed-loop mechanism for supervision, follow-up, and performance
evaluation—defining responsibilities, setting time limits for task completion, conducting
follow-up assessments, and issuing regular reports—to ensure that the university's strategic
decisions and deployments are effectively implemented[4].

4. Advance digital empowerment to enhance the capabilities of intelligent office operations. In
line with the trends toward digitalization and intelligence, accelerate the development of office
informatization systems, and promote the online processing and data-driven management of
tasks such as official document circulation, information reporting, and supervision and follow-
up. This will help break down information silos, enabling seamless vertical integration and
horizontal coordination across departments. By leveraging information technology, we can
bolster the proactivity and foresight of overall coordination efforts, optimize administrative
workflows, shorten processing turnaround times, and facilitate a transition from an
"experience-driven" to a "data-driven" approach to office operations—thereby substantially
improving service efficiency and operational productivity.

5. Strengthen team building to consolidate the foundation for high-quality development.
Enhance political theory study and professional competency training for office staff; foster
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exemplary work styles characterized by extreme responsibility, selfless dedication, and
integrity and self-discipline; reinforce confidentiality education and security management; and
prioritize talent pipeline development and the cultivation of reserve talents. Through these
efforts, we aim to build a high-quality, professional office workforce that is politically sound,
highly competent, and exemplifies exemplary conduct, thereby providing solid support for the
high-quality development of office operations [1151.

5. Conclusion

The work of the Party and administrative offices in higher education institutions is
characterized by strong political, policy, and professional dimensions; it is also a cause that
requires sustained commitment and continuous effort over the long term. In response to the
new requirements of the new era, these offices must adhere to the fundamental principles of
the "Five Adherences," accurately grasp the functional positioning of the "Three Services," and
strive to uphold core values while pursuing innovation—enhancing quality and efficiency—in
key areas such as political guidance, advisory support for governance, standardized operations,
digital empowerment, and team development. In doing so, they can effectively serve as a
steadfast frontline outpost and a reliable support base for the Party committee and
administrative leadership. Only through such efforts can they better serve the overarching
goals of the university's reform and development, provide robust and comprehensive
safeguards for the high-quality development of higher education institutions, and truly
transform these offices into exemplary organs that earn the trust of the Party and the
satisfaction of faculty and students[14],
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