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PraiseforthepracticuminEducational
Administration

toMr.XIAOYUNHUI
XiaoYunhuiisthebestcandidatefortheteaching

secretary,anenthusiasticstudentwhoconductedan
internshipatJi'anVocationalandTechnicalCollege.Henot
onlybroughtadvancedmanagementconceptforthe
internshipunitintheinternship,andflexiblyused
professionalknowledgetosolvepracticalproblemsforthe
unit,butalsoshowedtheexcellentqualityofserious
dedication,strongsenseofresponsibilityandhighwork
efficiency.Therefore,thestudentwillprovidestronghelp
fortherealizationofthegoalsofyourunit.

ArtInstituteofJi'anVocationalandTechnicalCollege
PresidentYangShuzhen

Abstract
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ThepurposeofthispracticuminEducational
AdministrationistoPracticelearnedteachingmanagement
theory,tolaythefoundationforthefuturework.The
internshipaimstoallowgraduatesofthemajortoputtheir
theoreticalknowledge,principlesandadministrativeethics
intopractice.TheinternshipworkwasconductedatJi'an
VocationalandTechnicalCollege.Thisreportisdividedinto
fiveparts,eachcontainingtherelevantsub-itemcontent.
Thefirstpartisanoverviewoftheagency,afunctional
introduction,etc

Thesecondpartmainlyreviewstheconceptandtheoryof
educationalmanagementpractice.

Thethirdpartfocusesontheauthor'sresearchmethodsand
experience.Thissectiondiscussesindetailtheinternship
workschedules,jobresponsibilities,workrelationshipswith
colleagues,andtheknowledgelearnedintheprocess.The
fourthpartfocusesonanalyzingtheresultsofpractical
learningandharvestinJi'anVocationalandTechnical
College.PartVincludesconclusions,discussionsand
suggestionanalysisoftheadvantages,disadvantages,
relevantimprovementsuggestionsandconclusions.The
internshipshouldbegininFebruary2021andendlateJune
2021todemonstratehowtoplan,organize,guideandperform
otheradministrativeduties.

Keywords:Practicum,EducationalAdministration,,Higher
Colleges,TeachingSecretary,Importance
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SECTIONONE
INTRODUCTION

1.1Background

Internshipisakindofpracticalexperienceprovided
forindividualstohelptheinternsputthetheoretical
knowledgelearnedinthelearningprocessintopractice.This
seemstobeaneffectivewayofhelpingtheauthor
understandtheconnectionbetweenthetheorylearnedinthe
universitycurriculumandtherealworldpracticeinthe
school.

Atpresent,inthefieldofhighereducationinChina,
highervocationaleducationisanimportantpart,
shoulderingtheheavyresponsibilityoftrainingmore
technicaltalentssuitableforthedevelopmentrequirements
ofmodernsociety.Undertheinfluenceofthe
implementationofeducationreform,nowhighervocational
collegeshaveenteredtheconnotationstageofdevelopment,
putforwardveryhighstandardsinteachingquality,
teachingsecretaryasoneofthemainprincipalsofteaching
managementinhighervocationalcolleges,bothparticipants,
advantages,madegreatcontributionstotheimprovementof
teachingquality,playanimportantrole.
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Ji'anVocationalandTechnicalCollegeprovides
opportunitiesforinternstoapplywhattheyhavelearned.
Duringtheinternship,Igottheopportunitytoworkwith
theschooladministratorsandlearnfromthem.Throughthe
accumulationofpracticalexperience,morethanfourmonths,
undertheguidanceandtrainingoftheleadershipofthe
college,withthecareandhelpofcolleagues,Isoonbecame
familiarwiththebasicsituationofthecollege,gradually
masteredtheteachingsecretaryrelatedworkingprocess,
theirownknowledgewasexpanded,abilitytoexercise,rich
workexperience,comprehensivequalitywasgreatly
improved,alsofurtherstimulatedtheirenthusiasmforthe
teachingsecretary.

1.2Objectives
Theobjectivesandexpectedoutcomesofthisinternship

include:
1,improvestheteachingmanagementlevel,businessservice
ability,andtheabilitytohandledailyteachingaffairs.
2,gainspracticalexperienceinapplyingadministrative
techniques,methods,andtheoriesbyworkingwith
professionalmanagement
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SECTIONTWO
LITERATUREREVIEW

Relevantdocumentsshowthattheteachingsecretaryin
thepracticeprocessconductsteachingmanagement
activities,focusingontheservicestrategyoftheteaching
secretaryworkinhighervocationalcolleges.Accordingto
therelevantliterature,theteachingsecretaryis
determinedthattheteachingsecretaryhascommunication
andcoordinationcharacteristicsandtheteachingsecretary
hasservicecharacteristics.

Thissectionhasbeenorganizedunderthefollowingsub-
headings:

2.1.Descriptionoftheorganization
2.2.Functionsoftheorganization
2.3.Structureoftheorganization

2.1.Descriptionoftheorganization

ThisinternshipexerciseisinJi'anVocationaland
TechnicalCollege,theschoolsiteislocatedatNo.133Ji'an
SouthAvenue,JizhouDistrict,Ji'anCity,JiangxiProvince.
Theschoolwasfoundedin2014byMr.OuyangLiang.

Therelevantteachingresourcesprovidedbytheschoolfor
teachersandstudentsincludetheconstructionof6,000art
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teachingbuildingsquaremeters,andthecomprehensive
theatercanaccommodate500people.Thereare80music
organs,80pianos,digitalpianos160;6studios,80easels,20
plasterheads;14dancepracticehallsareabout2200square
meters2;23multimediaclassrooms,2computerclassrooms,
14off-campuspracticebasesandonelibrary.Itprovides
high-qualityconditionsforstudentsfromgrades1to5,and
providesteachingandresearchofficeandstaffdormitoryfor
facultyandstaff.Personally,inmyopinion,theseresources
canprovideconditionsfortheoperationoftheschool,daily
teachingmanagementandscientificresearchprojects,but
thereisstillroomforimprovement.

TheprincipaloftheschoolisMr.WenXidong,who
graduatedfromNortheasternUniversitywithamaster's
degreeineducation.Hehasbeenengagedintheprofessional
teaching,scientificresearchofproductionprocess
automationandteachingmanagementincollegesand
universitiesforalongtime.Hehaspublishedmorethan60
academicpapers,edited5textbooksandessays,andpresided
overmorethan10provincialandmunicipalprojects.Hehas
won4municipaldepartment-levelscienceandtechnology
progressawardsand5nationalandprovincialexcellent
teachingachievementawards.Heusedeffectivemanagement
skillsinthemanagementoftheschool,includinggood
decision-makingskills,technicalskills,personnel
relationshipskills,andgoodcommunicationskills.

2.2.Functionsoftheorganization
TheestablishmentofJivocationalandtechnicalcollege

aimstobebasedonJi,facingJi,serviceJi,forregional
economicconstructionandsocialdevelopmentservices,the
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collegeintoeducation,engineering,agriculture,art,witha
higherlevelofcomprehensivehighervocationalcolleges,
strivetomakeJivocationalandtechnicalcollegeintoa
"first-classintheprovince,nationalwell-known"
demonstrationhighervocationalcolleges.

2.3.Structureoftheorganization
ThefollowingtableistheorganizationaldiagramofArt

InstituteofJiVocationalandTechnicalCollege
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Source:http://www.japt.com.cn/yxsz.htm

SECTIONTHREE
METHODOLOGY

Accordingtothefieldpracticeexperience,the
structuredesigncanbecompletedinstages.Therefore,the
firstdraftofthisinternshipreportwaswritteninApril
2021,includingtheprofessionalsurveyofArtCollegeofJi'an
vocationalandtechnicalcollege.Theinformationrequiredin
thisreportwasobtainedthroughthewayofsurveyand
questionnaire.

Table3.1Phases,durations,andhoursforthePracticum in
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EducationalAdministration

Phases Durations Hoursforthe
Practicum

Phase1 FebruarytoApril2021 50

Phase2 Apriltomay2021 50

Phase3 MaytoJune2021 50

Thequantitativedatawereanalyzedbypercentage,
mean,standarddeviationandotherdescriptivestatistical
methodstotesttheinvestigationonthedevelopmentofin-
serviceactorsinJi'anarea;Thequalitativedatacomesfrom
theanswersto12open-endedquestionsfromtheemployeesof
songanddancetroupesinJi'ancity.Theabovequestions
wereputforwardattheendofthegroupinterviewsurvey
focusingontheemploymentneedsofsonganddancetheatres.
Theanswerstotheopen-endedquestionswereanalyzed
throughthefeedbackofthequestionnaire;Theinterview
dataareanalyzedbycontentanalysis(seetable3.2).

Table3.2Thecollectionofdata,analysisofdata,and
output/outcomeinpracticum

CollectionofData AnalysisofData Output/Outcome
Throughin-depth
interviews,
observations,
surveys,logsand
records,datawere
collectedfromthe
questionnaire.

Atpresent,there
arenearly10big
andsmalltea
pickingsongand
dancetroupesin
Ji'anCity,and
nearly90dance
arttraining
institutions(75of

Toexpandthe
professionalteam,
theenterprises
outsidethecity
alsohaveagreat
demandfor
employment,and
theyneedfresh
bloodeveryyear.
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whichhavebeen
putonrecord).
Thestaffofthe
city'sarttroupes
areseriously
aging.According
tothesurveyof
fivetroupes,itis
expectedthat
eachTroupewill
set3-5personnel
standardsinthe
pastfiveyears.

Therefore,alarge
numberofdance
performance
talentsare
urgentlyneededin
thisprofessional
field,soasto
cultivateand
transportasteady
streamofart
talentsforthe
futureredtourism
culture.

3.1Experience

Thissectionfocusedonthepersonalexperiences
acquiredduringthepracticumexercise.Thus,thissection
isdividedintothreesub-sections;

3.1.1Scheduleofoperationsandduties

Week Observations DescriptionofObservations
/Duties

Hours

1 Carryoutdaily
teachingaffairs

Teachingsecretaryisthe
specificexecutor,
implementer,organizerand
arrangerofvarious
teachingactivities.Asthe
bridgeandlinkbetween
teachersandstudents,
teachersandteachers,and
teachingworkbetween
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departments,itpermeates
allaspectsandlinksof
teachingplanmanagement,
operationmanagementand
qualitymanagement.
Therefore,itspositionis
uniqueanditsrolecannot
beignored.

2 Rolesand
responsibilities

Teachingsecretary,
assistantofvicepresident
inchargeofteaching

3 Scopeofworkin
educational
institution

Toassisttheleadersofthe
collegeinteaching
administrationandstudent
statusmanagement

Knowledge,
Skills,Attitude
(Competency)

Teachingsecretariesin
Collegesanduniversities
shouldhavegoodpolitical
quality,psychological
quality,professionalethics
quality,andtheabilityto
masterprofessionaland
basicknowledge,
coordinationand
communicationability,
expressionabilityand
writingability,file
managementability,
computeroperationability,
andinnovationability

Typesof
Instructional

Beresponsiblefor
supervisingtheattendance
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supervisionin
educational
institution

rateofstudents,and
timelyreportthe
statisticallistofstudents
whoarelate,absentfrom
classandaskforleaveto
theheadteacherand
submitittotherelevant
departmentsforhandling.
Helpstudentstreatstudy
anddisciplinepositively
andcorrectly.

Professional
Learning
Community
(PLC)

WiththehelpoftheDean,
wewillcultivatehigh
qualityteachingleadership
andprofessional
developmentforfuture
schoolleaders.

Processin
helping
teachersto
effectively
organizetheir
learning
activities

Coordinatethetransfer,
stopandmake-upof
teachers,classroom
application,including
external,full-timeand
administrativepersonnel,
andtimelyconveythe
school'snoticetothe
relevantpersonneltostrive
fortheirsupportand
cooperation.

Leadersin
driving
educationpolicy
intopracticein

Tomaketheschoolbetter
correcttheguiding
ideology,tofurtherdeepen
thereformofeducationand
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schools teachingcleardirection,to
establishtheideaof
teachingandeducating
people,wholeheartedly
servingstudents.Itcan
effectivelystrengthenthe
standardizedmanagement
oftheschool,haverulesto
followandlawstofollow,
andmaketheschool
cultivatemoreandmore
talentsneededbythe
society.

Problemsofthe
organization
Inplanning,
evaluation,and
decisionmaking

Theworkofteaching
secretaryistrivial,and
sometimesthecoordination
betweendepartmentsis
inconvenient.Therefore,
strengtheningthe
efficientoperationofthe
workisalsoaroadworthy
ofthinkingandexploration
inthefuture.Ihopethe
workofalldepartmentsof
theschoolcanbringmore
conveniencetothe
teachingsecretary,soas
toprovidehigh-quality
serviceforteachers.

3.1.2KnowledgeAcquired
Aftertheinternship,Iimprovedmyservice
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consciousness,organizationandcoordinationability,unity
andcommunicationabilityandlanguageexpressionability.
Nowwehavemasteredandhavetheabilityandqualityof
flexiblehandlingofbasicteachingaffairsintheteaching
process.Atthesametime,masterthecollege"educational
administrationmanagementsystem"teachingmanagement
andskilledoperation.

3.1.3Workingrelationshipwiththestaff
1.Focusongroupinterests,cultivatetacit

understandingwithcolleagues,advanceandretreattogether.
2.Colleaguesactivelyhelpandcareforme.
3.Helpeachotherwithcolleagues,modestandprudent,

diligentandprogressive.

3.2practiceexperience
Theworkofteachingsecretaryismainlyservicework,

manyofwhicharetrivial.Notonlythetaskisheavy,but
alsomanyideasareinvolvedinvariousdepartmentsof
collegesanduniversities.Sometimesthetaskisurgent,and
severaltaskshavetobecompletedatthesametime.We
havetoworkovertime,andevencan'trestonholidays.We
needtoworkovertimefrequentlytocompleteit.Therefore,
ateachingsecretaryneedstohaveanoblespiritof
dedicationandselfsacrifice.Withoutasenseofserviceand
thespiritofwillingtobearhardshipsanddedication,itis
absolutelyimpossibletodoagoodjobasasecretary.
Therefore,tocorrectlytreattheirownvalueinlife,the
valueofsecretariesisreflectedthroughtheirhardworkto
doagoodjobintheordinarycauseofobscurity.Aslongas
theyloveit,theycanalsomakeremarkableachievements.
Teachingqualityisthebasisofthesurvivalanddevelopment
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ofcollegesanduniversities,andthelifelineofcollegesand
universities;Toensureandimprovethequalityofeducation
andteachingistheeternalthemeoftheschool.Allofthese
areinseparablefromtheloyaltyandloveofteaching
managementandtheunremittingpursuitofteachingquality.
Weshouldstrengthenthemanagementtoensurethequality
ofpersonneltraining,benefit,achievementandquality.
Therefore,theteachingsecretaryshouldenhancethesense
ofmissionandresponsibility,makecleartheimportant
tasksonhisshoulders,neverrelaxtherequirementsonthe
qualityofteachingmanagement,havethespiritof
dedicationandhardwork,bewillingtobeanunsunghero,
workhardconscientiouslyanddown-to-earth,improvethe
abilitytoanalyzeandsolveproblemsinpractice,and
constantlyimprovethequalityofservice.

SECTIONFOUR
RESULTSOFTHEPRACTICEANDLEARNING

4.1achievements
Inthispart,theachievementsinpracticallearning

aredividedintothreecategories.Thefirstkindof
achievementismainlyabouttheimprovementofpersonal
ability;Thesecondkindofachievementistohelpthecollege
carryoutschoolenterprisecooperation;Thethirdkindof
achievementisteachingmanagement.Theaboveresultsare
describedindetailbelow.

1、 Personalabilityimprovement:inrecentmonths,
throughmyinternship,Ihaveimprovedmyservice
awareness,organizationandcoordinationability,unityand
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communicationabilityandlanguageexpressionability.At
thesametime,intheactualworkalsoexercisetheirability
todothings.Inthework,wecanpayattentiontothe
principles,processesandmethodsofdealingwiththings,
enhancetheawarenessandabilityofactiveinnovation,find
outandimproveourownshortcomingsintime,andfurther
improveourbusinesslevelandserviceability.

2、 Intermsofschoolenterprisecooperation,wewill
helptheCollegeofartandJi'anDanceAssociationtocarry
outindustrycooperation.TheCityDanceAssociationwill
provideteacherstoteachstudentstheknowledgeandskills
ofteachersforchildren'sdanceexamination.Studentswill
gettheopportunitytopracticeonweekendsandsummer
holidays.Theintroductionofthisnewtechnologymakes
teachingandproductionseamless,andstudentsworkand
studyinlearningandpractice,Organiccombinationofthe
first,second,thirdclassroomtalenttrainingobjectives.And
signedsevenpracticebasestocarryoutenterprise
cooperation,cultivatestudents'stagepracticeability,
carryoutproject-basedteachingwitharttroupes,seeka
varietyofteachingmethods,sothatstudentscangainmore
richcontentinteaching.

3、 Teachingmanagement:
(1)Weshouldconscientiouslyimplementtheteaching

managementsystem,andmakethedocumentsonlineand
filedintime;Accordingtotheregulationofclasssuspension,
theregulationofthetimesofparticipatinginteachingand
researchactivitiesandotherteachingmanagement
documents,andstrictlyimplementthem.

(2)Theteachingmanagementisstandard,the
implementationisstrict,andtheteachingrunswell.Atthe
beginning,themiddleandtheendofthesemester,regular
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inspectionandsupervisionofteachingwork,detailedself-
examinationofteachers'teachingdocumentsand
examinationpapers,spotcheckandrecordofteachers'and
students'classsituation;Thedailyteachingsituationis
gettingbetterandbetter.

(3)Thequalitycontrolofeachmainteachinglinkis
effective,andtheopinionsandsuggestionsofpart-time
supervisorsandstudentsonTeachers'teachingandrelated
workareregularlycollected,soastotimelygraspthe
feedbackinformationofteaching.

(4)Weshouldimplementthetutorialsystemfornew
teachers,lettheoldteachersgiveguidanceandhelptothe
newteachersinteaching,scientificresearchandother
aspects,careabouttheirlife,andletthemgetfamiliar
withtheteachingworkassoonaspossible.Atthesametime,
theyshouldbefamiliarwiththenewenvironment,workat
ease,andworkhappily,soastoplayagoodroleof
"mentoring".

4.2keyelementsofsuccessfulinternship
1.Thesuccessfulcompletionofthisinternshiplargely

dependsonthecooperationbetweencollegeleadersand
teachersandstaff.

2.Thekeyfactorsthatdeterminethesuccessofthe
internshipinclude:

Organizationaldiscipline:abidebythelaw,andstrictly
abidebytheschoolrulesandregulations.Havegood
professionalethics,workimpartially,honestandself-
discipline.
Workingattitude:asateacher,standardwordsanddeeds,
dignifiedappearance.Beloyaltotheschool,loveyour
students,andrespectothers.
Loyaltotheirduties,strictlyperformtheirduties,and
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havethecouragetoundertakeheavyresponsibilities.
Spiritofunityandcooperation:taketheoverall

situationintomindandobeytheorganizational
arrangements.Humdestandprudent,mutualhelp,diligent
andprogressive.Activelyparticipateinthecollective
activities,consciouslymaintainthecollectivehonor.

Serviceattitudeandworkefficiency:haveastrong
senseofserviceandresponsibility,andtaketheinitiative
toprovidequalityservicesforthefrontlineofteachingand
scientificresearch.Workefficientandcompletetasksin
time.

4.3advantagesofinstitutions
Theadvantagesofvocationalschoolsarenowdeveloping

rapidly.Fromthetraditionalagriculturaleconomytothe
industrialeconomy,thebenefitsofindustrialeconomyhave
alreadyoccupiednearlyhalfofthenationalincomeshare.It
hasplayedanimportantroleinthedevelopmentofthe
country.Atthesametime,thedevelopmentofindustrial
societyalsorequiresmoreworkerstoworkinthiswork,so
morepeoplehavecomefromthefieldstothefactory.1.The
stateattachesgreatimportancetovocationalhighschool
education.Inordertoimprovetheconditionsofvocational
highschoolanddevelopvocationaleducation,thestateand
localgovernmentshaveissuedpoliciestodevelopvocational
education.Studentswithfamilydifficultiesshallbe
exemptedfromtuitionandmiscellaneousexpenses.Schools
alsohavetheirownscholarships.Thepolicyofexemptionfor
agriculturerelatedmajorsshallbeimplemented.2.The
societyhasincreasedthedemandforvocationalhighschool
students,andprovidesmoreopportunitiesforfurtherstudy.
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Besidesemployment,studentshaveanotherwaytochoose,
thatistotakepartinthegeneralcollegeentrance
examination,adultcollegeentranceexamination,andalsoto
participateinthecollegeentranceexaminationsetfor
vocationalhighschooltoimprovetheiroccupation,enterthe
highervocationalandtechnicalcollegetostudy,and
continuetostudyintheUniversity.Youcanalsoparticipate
invariousspecialtraining.Multi-directionalchoice
improvesitsownshortcomingsandmeetsdifferentsocial
needs.3.Vocationalhighschoolstudentshavesome
advantagesandcharacteristics.1)Vocationalhighschool
studentshavetheirownprofessionalexpertise.2)The
mentalityofvocationalhighschoolgraduatesisrelatively
low.3)Theplasticityofvocationalhighschoolstudentsis
high.

4.4disadvantagesoftheorganization:
Thedisadvantagesofvocationalschoolsareasfollows:1.

First,thenumberofstudentsisshrinking“ Inthenextfew
years,theenrollmentofvocationalschoolswillcontinueto
decline;Thesharpdecreaseofjuniorhighschoolgraduates,
theexpansionofgeneralhighschoolenrollment,andthe
"enrollmentdifficulty"causedbythelackofattractionof
secondaryvocationalschoolsundoubtedlybringahuge
survivalcrisistovocationalschools.Second,studentsarein
aweakposition.Underthemechanismofeliminationand
diversion,thescoresofvocationalschoolcandidatesarelow,
whichmakessomevocationalschoolshavetoadmitstudents
withverylowscores;2.Formostschools,thestate's
financialinvestmentcanonlymaintainthecapitation
expenses,andtheshortageofschoolbuildingsandequipment
isveryprominent.Therefore,weneedtogivefullplaytothe
enthusiasmofallaspectsofsocietytoholdvocational
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educationandrelyonsocialforcestorunschools.In
particular,enterprisesareencouragedtorunvocational
education.Thesuccessfulexperienceofdevelopingvocational
educationinmanycountriesshowsthatrunningvocational
educationwelldependsnotonlyonthegovernment,butalso
ontheextensiveparticipationofallsectorsofsociety.3.
Vocationalhighschoolstudentsthemselveshavesome
advantages.1)Thestudentsarenotmature.2)Lackofthe
spiritofhardwork.3)Thepressureresistanceisobviously
insufficient.Vocationaleducationisnotonlytheprocessof
screening,integratingandconsolidatingstudents'basic
culturalknowledge,butalsotheprocessofapplyingtheir
knowledgetotechnicalpractice,andalsotheprocessof
shapingtheirideologicalandmoralcharacter,social
communication,independentsurvivalandself-development.
Qualifiedvocationalhighschoolgraduatescontributealotto
societyandenterprises.Torecognizetheadvantagesand
disadvantagesofvocationalhighschoolstudentsistomake
themmoreabletoadapttothedevelopmentofsociety.

4.5suggestionsforimprovement
1.Focusonthesenseofparticipationandcreateashared
vision
Changethemodeandstrengthenparticipation.Thecreation
ofvisionshouldhighlighttheword"common",whichincludes
theneedsofstudents,teachers,enterprisesandsociety.For
thisreason,themodeofvisionplanningshouldbechanged
fromthetraditionaltop-downwaytothebottom-upinverted
pyramid.Studentsareatthetopofthepyramid,beloware
thefront-lineteachers,thenthemiddlemanagers,and
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finallythetopleaders.Thismodelshowsthatthe
interaction,discussionandevenargumentintheprocessof
visioncreationaremoreimportantthantheresultitself.
Therefore,onlywhenthevisionandgoalbecomevividand
vivid,caneveryoneinschoolfeelthatitistheresultof
theirownthinkingandparticipation,thenthevision
createdisreallymeaningful.
Cleardirection,accuratepositioning.Thekeytothe
creationofvisionistheaccuracyofdirection.Withthe
accuratepositioning,wewillnotblindlyseekperfectionand
greatnesswhencreatingthevision,butadheretothe
principleof"doingsomethingbutnotdoingsomething"onthe
basisofaccuratepositioning,highlightthekeypoints,
developtheadvantagesofeachschool,finallyformtheschool
runningcharacteristicsofeachvocationalschool,and
enhancethecorecompetitivenessofthesustainable
developmentoftheschool.
2.Enhancethestrategicthinkingandmanagementabilityof
leaders
Learntolistenandcommunicate,andleadteachersand
studentstocreateacommonvision.Ourleadersareusedto
followingtheirwill,andourteachersandstudentsarealso
usedtoobeyingtheinstructionsoftheirsuperiors.Insuch
adeep-rootedtraditionalmodeofthinking,leadersshould
firstremovetheinvisible"crown"ontheirheads,removethe
maskofexpressionlessface,andcommunicatewithteachers
andstudentsinthoseinformaloccasionsasordinaryschool
teachers,sothattheycanhearthemostrealvoiceand
valuablesuggestions.
Bealearningleaderanddevelopyourownstrategicvision.
Nowadays,theeracharacterizedby"change"hasaddednew
difficultiestotheworkoftheleadersoftheeducation
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department.Inthedynamicenvironment,leadersneedto
constantlypursueeffectiveknowledge,constantly
summarizeandreflectfromexperienceandlessons,inspire
teacherstotakerisksandtry,andsetanexampleforthe
wholeorganizationwiththeirrichknowledge,foresightand
radicalchange.
Buildinterpersonalrelationshipfulloftrusttohelpfaculty
grow.Thereisapopularsayinginsomeschools:"leteveryone
findtherightjob,leteveryjobfindtherightperson."
Leadershavechangedthetraditionalconceptofpersonnel,
morerespectforeachstaff,recognizetheirindividual
differences,seetheparticularityofeachone,usetheir
talents,andmakethebestuseoftheirtalents.Thishasalso
changedthetraditionaloppositionbetweentheleadership
andthemasses,andthemasses'subjectivespiritandsense
ofparticipationhavebeensignificantlyenhanced.Itisthe
beststateforschoolleaderstoguidethestafffromthe
inside.
3.Shapingcampuscultureconducivetotheimplementation
ofstrategicplanning
Theparticipationofall.Wheneverpossible,teachersand
studentsshouldbeinvolvedinthedecision-makingrelatedto
culturalaction.Becauseculturereflectsthecorevaluesof
theschool,anditistheloyalidentityandcommonvalue
orientationofallstaffandstudents.Excellentcampus
culture,itisnecessarytocreateasenseofidentityand
mission,apositivepsychologicalenvironmentformedinthe
participationofall.
Ahighdegreeofrespectandtrust.Inschoolwork,wewill
findthatteachers'personalqualitiesareverygood,butthey
donotseemtofullyshowtheirstrengths,soitisdifficult
toeffectivelyimprovetheschoolwork.Thereasonissimple:
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theylackenthusiasmandenergy.Thisrequiresthatthe
schoolculturecanhighlyrespectandtrustthestaff,give
thestaffacertaindegreeoffreedom,establishan
atmosphereofmutualtrustandharmoniouscommunication,
stimulatetheirmoraleanddeveloptheirpotential.These
actionsrequirecourage,responsibility,vision,challengeand
creativity.
Seeyourwordsanddeedsasasignofculture.Detailsshould
bepaidattentiontoinculturalmodeling,suchashowdoyou
greetstudents?Howdoyoucommunicatewithstudents?How
doyoudressinclass?Seeminglydetailedproblemswillaffect
theformationofhealthyandexcellentcampusculture.At
present,highervocationalcollegesareveryyoung,andthe
formationofcampuscultureisinitsembryonicstage.We
shouldpaymoreattentiontoeverydetailandregardour
wordsanddeedsasatoolofculturalcommunication.
4.Studentoriented,servingteachingandlearning,
improvingstudents'ability
Thoroughlyupdatetheconceptoftalentsandadmitthat
talentsaredifferent.Thetalentcompetitionsystemunder
China'scollegeentranceexaminationsystemmakesmany
studentsloseatthestartinglinefromthebeginningof
collegeentranceexamination.Theythinktheyarelosersand
weaklearners.Astheimplementersofhighervocational
education,weshouldthoroughlyupdatetheconceptof
talents,recognizethediversityofhumanintelligence,and
believethateveryonehastalent.Inteaching,weshould
respecteachstudent'sindividualcharacteristicsandwishes,
activelyhelpstudentsunderstandthemselvescorrectly,
understandthesocialneeds,makecleartheirown
developmentdirection,andletstudentsexperiencemore
happinessofsuccess.
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Useemotionastheengineoflearning.Duetothetraditional
teachingmodeandevaluationmethod,vocationalcollege
studentsseldomhavesuccessfulexperienceintheirprevious
learningexperience,whichleadstothecharacteristicsof
classroomlearningrelyingonteachers,poorafter-school
learninginitiativeandemotionallearning.Therefore,in
ordertochangethelearningfaceofhighervocational
students,thekeyistostimulatetheirinitiative,use
emotionastheengineoflearning,andwakeuptheinterest
sleepingintheirhearts.Wecanusethosemethodsto
integraterealfeelingsandexperience,suchasscenario
simulation,roleplay,socialpracticeinvestigation,
enterprisetraining,etc.
Weshouldchangetheteachingmethodsandhighlightthe
masteryofprofessionalcorecompetence.Thetalenttraining
goalofhighervocationalcollegesistheappliedtalentsin
thefrontlineofproduction,construction,managementand
service.Therefore,itisnecessarytochangethetraditional
teachercentered,classroomcenteredandtextbookcentered
teachingmethods,graduallyrealizeproject-basedteaching,
discussiontestteachingandon-siteteaching,anddesign
teachingmethodsinlinewiththelawoftalentcultivation
inhighervocationaleducation,sothateachstudentcan
taketheprofessionalcorecompetenceasthegoalandembody
thecharacteristicsofhighervocationalstudents.
5.Seekingforcharacteristicschool
Thecreationofcharacteristicsisalongprocess,whichis
thelifeandvitalityofhighervocationaleducation.Theso-
calledcharacteristicsofHigherVocationalCollegesreferto
theuniqueschoolrunningstyle,schoolrunningmechanism
andsoon,whicharedifferentfromotherschoolsunderthe
establishedschoolrunningconcept,accordingtotheirown
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conditionsandsocialneeds.
Majorsetting.Thespecialtysettingofhighervocational
educationshouldhighlightthelocalcharacteristics.Itmust
formitsowncharacteristicspecialtyandpillarspecialty
accordingtotherealityandpotentialneedsoflocaleconomic
development.Atthesametime,itshouldsetupspecialties
accordingtotheoccupationpostgroup(category)according
tothepolicyofwidthandnarrowness.
contentofcourses.Accordingtothetrainingdirectionand
therequirementsoftalentspecifications,weshouldreform
thetraditionalteachingmodeandteachingcontent,
establishthecurriculumsystemwithtechnicalpracticeand
applicationabilityasthespecialline,correctlyhandlethe
relationshipbetweentheoryandpractice,knowledgeand
ability,takepracticalteachingasthefocusofteaching
reform,andbuildascientific,completeandindependent
practicalteachingsystem.
Teachingstaff.Thekeytothedevelopmentofhigher
vocationaleducationanditscharacteristicsliesinthe
constructionof"doublequalified"teachingstaff.Inaddition
tothequalityofordinaryhighereducationteachers,double
qualifiedteachersshouldalsohavehigherpracticalability
ofprofessionaltechnologyapplicationandstrongsocial
ability.Fromourcurrentpracticalwork,wecanstartfrom
twoaspectstocultivate"doublequalification"Teachers:one
istoimprovetheexistingteachers'technicalapplication
abilityandpracticalability,tocarryoutshort-term
practicaltraininginenterprises,toparticipatein
scientificresearchandinnovationprojectsinenterprises,
ortotaketemporarytraininginenterprises,soasto
achievethepurposeofenhancingpracticalability.The
secondistostandardizetheappointmentsystemofpart-
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timeteachersandemployagroupofpart-timeteacherswith
richpracticalexperienceandcertainculturalquality.
6.Buildingascientificandstandardizedevaluationand
supervisionsystem
Payattentiontothewholeprocessofevaluation.Evaluation
shouldnotbeinvolvedonlyaftertheimplementationofthe
plan.Itshouldplayanactiverolefromthebeginningofthe
plan.Itrunsthroughthewholestrategicplanningandshould
beregardedasaparticipantinthewholeprocess.
Formulatescientificandreasonableevaluationindex.The
currentevaluationofhighervocationaleducationneedsto
developacompleteandstandardizedevaluationsystem,
scientificandreasonableindexsystem,focusonthe
combinationofweightandquality,andeffectivelymonitor
theschoolrunningconditionsandtalenttrainingqualityof
differentlevelsandtypesofcolleges.Advocatethe
atmosphereofpositivereflection.Ifourevaluationand
supervisionmechanismwantstoreallyplayitsrole,italso
needsagoodsoftenvironment,thatis,toformagood
atmosphereofpositivereflectionanddaretogiveadviceand
suggestionsintheschool,andtogivefullplaytothewisdom
ofeachteachingstaff.
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SECTIONFIVE
CONCLUSION,DISCUSSION,and

RECOMMENDATION

5.1Conclusion

Theinternshipwasverysmooth,andIlearnedalotof
experienceandlessonsfromit.Itprovidesmewitha
valuableopportunitytolearnthetheoreticalknowledgeto
assistthepracticalapplication,todeeplyunderstandthe
responsibilityoftheteachingsecretary.Highervocational
collegesinteachingmanagement,teachingsecretaryplayed
animportantrole,contributedgreatstrength,playedan
importantrole,teachingsecretaryisthemanager,butalso
thegrass-rootsexecutor,inthespecificjob,tohavehigher
quality,highervocationalcollegestostrengthenthe
trainingofteachingsecretaryteam,improvetheirability
towork,maketheteachingsecretaryintheprocessof
stabledevelopmentofuniversities,createhighervalue.

5.2Discussion
First,thepurposeofthisstudyistoexplainthe
characteristicsoftheteachingsecretaryworkinthehigher
vocationalteachingmanagement.
Second,theresearchresultsofthispapershowthatthe
teachingsecretaryisveryimportantintheteaching
managementofhighervocationaleducation.
Third,asaqualifiedteachingsecretarytobe"modestly".We
shouldbegoodathumblymodestly.Eachsemesterofthe
classarrangementandfinalexaminationarrangement,all
solicittheopinionsoftheteachersinadvance,andthe
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teachingdirectortogetherrepeatedlyseveraltrialrow,try
tobeinlinewiththeteachingrulesandcanmakethe
teacherbasicallysatisfied.Thosewhodonotunderstandand
havequestionswillhumblyconsulttheeducationalaffairs
authorities,solvetheproblemsintime,andcoordinatethe
relationshipwiththerelevantdepartments.
Thefourthistohave"patience".Totheteacherandstudents
putforwardeachquestiononebyonetogiveseriousanswers.
Ifyoudonotknowclearaboutcertainregulationsorsystems,
cannotpushit,butwritedownthequestion,findtheanswer,
givetheteacherorstudentasatisfactoryanswer.
Thefifthistobe"careful".Everysemesterrowafterclassto
repeatedlycheck,carefullycheck,cannotappearany
problems.Students'scoresshouldbemoretimelyand
accurate.Aftertheresultsofeachclassareinputintothe
computer,theyshouldbecarefullychecked,soasnotto
avoidwrongboarding,omission,causingunnecessarytrouble
tostudents.Routineworkisregular,towhattimetodowhat
thingstoknow,donotremind,urge,taketheinitiativeto
do.Handlesometemporaryworktimely,anddonotdelay.

5.3Recommendation

（1） Payattentiontoinformationconstruction,reduce
theworkloadofteachingsecretary.Theteachingsecretary
ofHigherVocationalCollegesundertakesaveryheavytask.
Iftheteachingsecretaryspendsalotoftimeandenergyon
dailywork,itwillbeunabletocarryoutbusinessresearch
andinnovation,whichisveryunfavorabletothecontinuous
developmentofteachingoperationmanagementandthe
professionaldevelopmentoftheteachingsecretary.Higher
vocationalcollegesshouldpayattentiontoinformation
construction.Withthesupportofinformationsoftwareand
equipment,teachingsecretariescanworkmoreconveniently
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andefficiently,greatlysavingtimeandenergy.Whilethe
workloadisreduced,teachingsecretariescanputmore
energyintotheresearchandinnovationoftheirownstaff.

（2） Payattentiontotrainingandlearning,improve
personalprofessionalquality.Thequalitylevelofteaching
secretarydirectlyaffectsthedevelopmentofteaching
management.Theleadersofhighervocationalcollegesshould
payattentiontothedevelopmentoftrainingandlearning
activities.Thedevelopmentofteachingmanagementhasa
certaincomplexity.Theteachingsecretaryshouldmaster
thelatestteachingconceptandpolicycontent,findoutthe
problemsintheteachingprocessintime,andassistthe
leaderstoformulateeffectivesolutions.Theteaching
secretaryshouldimprovetheinnovationabilityofhisown
workandpromotetheimprovementofteachingoperation
managementeffect.Qualifiedhighervocationalcolleges
shouldsetupfundstosupportthetrainingofteaching
secretaries,encourageandsupportthefurtherstudyof
teachingsecretariesinbusiness.

(3)Clarifythepostresponsibilitiestoensurethe
improvementofworkefficiency.Althoughtheteaching
secretaryworkofdifferenthighervocationalcollegesisnot
completelyconsistent,butfromtheoverallsituation,the
workloadofteachingsecretaryisrelativelylarge.Inthe
processofcarryingouteducationreform,highervocational
collegesshouldalsocarryoutcertainreformforthepostof
teachingsecretary,activelycommunicatewithother
colleges,systematicallysortouttheworkofteaching
secretary,clarifyandstandardizetheresponsibilitiesof
teachingsecretary,andimprovethequalityofteaching
secretary.

(4)Formulateareasonableincentivemechanismto
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promotetheteachingsecretarytocarryouttheworkmore
actively.Theleadersofhighervocationalcollegesshould
deeplyunderstandthedifficultiesandpracticalneedsof
teachingsecretaries,solvetheirdifficultiesasfaras
possible,meettheirneeds,andformulatetheincentive
mechanisminlinewiththecharacteristicsofteaching
secretaryworkfrommanyaspectstopromotetheinitiative
andstabilityoftheirwork.

Inspirationforfutureinternship:AlthoughIfeelIhave
madegreatprogresssincemyinternship.ButIknowthatI
amstillveryyoungbecauseIhavenotbeenworkingfora
longtime,andIstillhavesomeproblems.Ihopethatinthe
futurework,leadersandteacherswillgivemorecriticism
andeducation,sothatIcanbettercompletevarioustasks,
andalsoexerciseandenhancemypersonalability.Inthe
future,Iwillcontinuetolearnandaccumulate,constantly
putforwardproblems,solveproblems,andconstantlyimprove
myself,sothattheworkcanbecompletedfasterandbetter.

Suggestionsforfutureinterns
Theresultsofthisstudyarealsoapplicabletoother

majorsthatneedinternship,suchaspedagogyandinnovation
management.
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Appendix

(Photo,Questionnaire,Interviewform,etc.)
Questionnaire：
Questionnaireonthedevelopmentofin-serviceactorsin
Ji'an
Q1:Gender
()A.female
B.Male
Q2:whatisyourhighestdegree?
()A.postgraduate
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B.Undergraduate
C.JuniorCollege
D.Technicalsecondaryschool
Q3:whatlevelofdanceeducation(training)didyoureceive
beforeyoubecameadancer?
(a)danceeducationforthegeneralpublic
B.Moreprofessional(systematic)DanceEducation
C.Lessdanceeducation
Q4:howlonghaveyoubeenintheleague?
()A.oneyearorless
B.2-3years
C.4-5years
D.6-9years
E.10yearsandabove
Q5.Whatotherskillsdoyouthinkadancershouldpossess
（ Youcanchoosemorethanone)
()A.vocalmusic
B.performance
()C.drama
()d.lines
()e.others
Q6:whatkindofdancedoyouthinkadancershouldhave
（ Youcanchoosemorethanone)
()A.Chineseclassicaldance
()B.folkdance
()C.moderndance
()d.popdance
()e.InternationalStandardDance
Q7:whichaspectofthedancecompanydoyouthinkyouneed
toimprovemost（ Youcanchoosemorethanone)
Dancingskills
()B.choreographyexperience
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()C.knowledgeoflinesandperformance
D.vocalmusicknowledge
()e.operaknowledge
Q8:whataretherequirementsofyourcompanyforyour
ability（ Youcanchoosemorethanone)
Dancingskills
(b)Choreographyexperience(method,means,mode,etc.)
()C.vocalmusicknowledge
Performanceknowledge
()e.operaknowledge
Q9:doesyourcompanyteachdancers?Howmanytimesaweek?
()A.no
B.Yes,everyday
C.Yes,1-3timesaweek
D.Yes,threetofivetimesaweek
Q10:whatdoyouthinkofyourcompany'sfacilitiesand
equipment
Ithasindependentdanceclassroomandcanusepiano,stereo
andotherequipment
B.Basicallycomplete,withindependentdanceclassroom,
sound,butnopianoandothermusicalinstrumentsfor
activities
C.Notcompleteenough,thereisnoindependentdance
classroom,barelyabletocarryoutteachingactivities.
Q11:mostofthedancetypesperformedbyyourcompanyare:
Classicaldance
B.Folkdance
C.Contemporarydance
D.Othertypes
Q12:doesyourcompanyhaveaspecialevaluationplanand
incentivemechanismfordancers?
()A.yes
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B.No
C.Idon'tknow

Workphotos:
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