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Praise for the practicumin Educational
Administration
toMr. XI AOGYUNHUI

Xiao Yunhui isthe best candidate for the teaching
secretary, an enthusiastic student who conducted an
internship at J ' an Vocational and Technical Colege. He nat
only brought advanced management concept far the
internship unit intheinternship, and flexibly used
professional knowedge to save practical problems for the
unit, but also showed the excellent quality of serious
dedication, strong sense of responsibility and high work
efficiency. Therefare, the student will provide strong help
for the realization of the goals of your unit.

Art I nstitute of Ji ' an Vocational and Technical Colege
President Yang Shuzhen

Abst ract



The purpose of this practicumin Educational
Administration istoPractice learned t eaching management
theory, tolay the foundation for the future work. The
int ernship aims toallowgraduates of the major toput their
thearetical knoMedge, principles and administrative ethics
intopractice. The internship work was conducted at Ji ' an
Vocational and Technical Cdlege. Thisrepart isdividedinto
five parts, each containingthe relevant sub-itemcontent.
The first part is an overview of the agency, a functional
introduction, etc

The second part mainly reviews the concept and theary of
educational management practice.

The third part focuses on the author's research met hods and
experience. This section discussesin detail the internship
work schedules, jobresponsibilities, work relationships with
colleagues, and the knomedge learned in the process. The
fourth part focuses on analyzing the results of practical
learning and harvest in Ji ' an Vocational and Techni cal
College. Part V includes conclusions, discussions and
suggestion analysis of the advant ages, di sadvant ages,
relevant improvement suggestions and conclusions. The

i nt er nship should begin in February 2021 and end lat e June
2021 t o demonstrat e howto plan, organize, guide and perform
other administrative duties.

Keywords: Practicum Educational Administration, , Higher
Colleges, Teaching Secretary, | npartance
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SECTI ON ONE
| NTRODUCTI ON

1.1 Back ground

| nternshipisakindof practical experience provided
for individualstohelptheinterns put the theoretical
knowledge learned in the learning process intopractice. This
seems to be an effective way of helping the author
under st and the connection between the theary learnedin the
university curriculumand the real world practice in the
schodl.

At present, inthe field of higher education in China,

hi gher vocational educationisanimpartant part,
shouldering the heavy responsibility of training more
technical talents suitable for the development requirements
of modern society. Under the influence of the
implement ation of education reform now higher vocational
colleges have ent ered the connat ation st age of devel opment,
put forward very high standards in teaching quality,
teaching secretary as one of the main principals of teaching
management in higher vocational cdleges, both participants,
advant ages, made great contributionstothe i mprovement of
teaching quality, play an inpartant rde.



Ji "an Vocational and Technical College provides
opportunities for internstoapply what they have learned.
During the internship, | got the opportunity towork with
the schod administrators and learn fromthem Through the
accurmulation of practical experience, more than four mont hs,
under the guidance and training of the leadership of the
college, with the care and help of cdleagues, | soon became
familiar with the basic situation of the cdlege, gradually
mast ered the teaching secretary relat ed working process,
their onmn knowledge was expanded, ability toexercise, rich
work experience, comprehensive quality was greatly
improved, alsofurther stimulatedtheir enthusiasmfor the
teaching secretary.

1.2 Chjectives
The obj ectives and expect ed out comes of thisinternship
i nclude:
1, improves t he t eaching management level, business service
ability, andthe ability tohandle daily teaching affairs.
2, gains practical experience in applying administrative
t echniques, methods, and theories by workingwith
prof essi onal management



SECTI ON TWO
LI TERATURE REVI EW

Relevant document s showthat the teaching secretary in
the practice process conduct s t eachi ng management
activities, focusing on the service strategy of the teaching
secretary work in higher vocational coleges. Accordingto
therelevant literature, the teaching secretary is
determined that the teaching secretary has communication
and coordination characteristics and the teaching secretary
has service characteristics.

This section has been organized under t he fdlowing sub-
headi ngs:

2.1. Description of the organization

2.2 Functions of the organization

2.3. Structure of the organization

2.1. Description of the organization

Thisinternship exerciseisin J 'an Vocational and
Technical Colege, the schod siteislocatedat No. 133 Ji' an
South Avenue, Jizhou District, Ji ' an City, Jiangxi Province.
The schod was founded in 2014 by Mr. Quyang Liang.

The relevant teaching resources provided by the schod for
teachers and student s include the construction of 6000 art



t eaching building square meters, and t he compr ehensive
theat er can accommodat e 500 people. There are 80 music
argans, 80 pianos, digital pianos 160, 6 studios, 80 easels, 20
plaster heads; 14 dance practice halls are about 2200 square
meters 2 23 multimedia classrooms, 2 computer classrooms,
14 of f-campus practice bases and one library. |t provides
high-quality conditions for students fromgrades1to5 and
provides t eaching and resear ch office and staff domitory for
faculty and staff. Personally, in my opinion, these resources
can provide conditions for the operation of the schod, daily
t eachi ng management and scientific research prgects, but
thereisstill roomfor i mprovement.

The principal of the schod is Mr. Wen Xidong, who
graduated from Northeastern University with a master's
degree in education. He has been engaged in the professional
teaching, scientific research of production process
aut omat i on and t eachi ng management in cdleges and
universities for alongtime. He has published more than 60
academi c papers, edited 5textbooks and essays, and presided
over mare than 10 provincial and municipal prgects. He has
won 4 muni ci pal depart ment-level science and t echnd ogy
progress awards and 5 national and provincial excellent
t eachi ng achi evement awards. He used effective management
skillsin the management of the schod, including good
deci sion-making skills, technical skills, personnel
relationship skills, and good communication skills.

2.2 Functions of the organization

The est abli shment of Ji vocational and technical colege
aims to be based on Ji, facing Ji, service Ji, for regional
economi ¢ const ruction and soci al development services, the
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colege intoeducation, engineering, agriculture, art, with a
higher level of comprehensive higher vocational cdleges,
strive tomake Ji vocational and technical cdlegeintoa
"first-class in the province, national well-known'
demonstration higher vocational cdleges.

2.3. Structure of the organization
The fdlowing table is the organizational diagramof Art
| nstitute of Ji Vocational and Technical Cdlege

1
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SECTI ON THREE
METHODOLOGY

Accordingtothe field practice experience, the
structure design can be conpleted in stages. Therefare, the
first draft of thisinternship report waswittenin April
2021, including the professional survey of Art Cdlege of Ji'an
vocational and technical cdlege. The information requiredin
this repart was dbtained through the way of survey and
questionnaire.

Table 3.1 Phases, durations, and hours for the Practicumin

12



Educational Administration

Phases Durations Hours for the
Practicum
Phase 1 February to April 2021 0
Phase 2 April tomay 2021 S0
Phase 3 May t o June 2021 0

The quantitative data were analyzed by percent age,
mean, standard deviation and other descriptive statistical
methods totest the investigation on the development of in-
service actorsin Ji'an area; The qualitative data comes from
the answers t o 12 open-ended questions fromthe enployees of
song and dance troupes in Ji'an city. The above questions
were put forward at the end of the group interview survey
focusing on the employment needs of song and dance theatres.
The answers tothe open-ended questions wer e analyzed
through the feedback of the questionnaire; The interview
data are analyzed by content analysis (see table 3.2).

Table 3.2 The cdlection of data, analysis of data, and
out put /out come in practicum

Cdlection of Data

Analysis of Data

Qut put/ Qut come

Through in-depth
int erviews,
observations,
surveys, logs and
records, data were
cdlected fromthe
questionnaire.

At present, there
are nearly 10big
and small tea

pi cking song and
dance troupesin
J'an City, and
nearly 90 dance
art training
institutions (75 of

Toexpand the
professi onal team
the enterprises
outside the city
also have a great
demand for
employment, and
they need fresh
blood every year.
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whi ch have been
put on record).
The staff of the
city'sart troupes
are seriously
aging. Accarding
tothe survey of
fivetroupes, itis
expect ed t hat
each Troupe will
set 3-5 per sonnel
standardsin the
past five years.

Therefore, alarge
number of dance
per for mance
talentsare
urgently neededin
this professional
field, soasto
cultivate and
transpart a steady
streamof art
talents for the
futurered tourism
culture.

3.1 Experience

This section focused on the personal experiences
acquired during the practicumexercise. Thus, this section
isdividedintothree sub-sections;

3.1.1 Schedule of operations and duties

Week | Cbservations Description of Gbservations | Hours
/ Duties
1 |Carry out daily |Teaching secretary isthe

teaching affairs

specific executor,

i mplement er, organizer and
arranger of various
teaching activities. Asthe
bridge and link between
teachers and student s,
teachers and teachers, and
t eaching work bet ween
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departments, it permeates
all aspects and links of

t eachi ng plan management,
oper ation management and
quality management.
Therefore, itspositionis
unique and itsrde can not
be ignored.

Roles and
responsibilities

Teaching secretary,
assistant of vice president
in charge of teaching

Scope of work in
educational
institution

To assist the leaders of the
calege in teaching
administration and student
st at us management

Knowl edge,
Skills, Attitude

(Compet ency)

Teaching secretariesin
Cdleges and universities
should have good pditical
quality, psychdogical
quality, professional ethics
quality, andthe ability to
mast er professional and
basi ¢ knowl edge,

coor dination and

communi cation ability,
expression ability and
writingability, file
management ability,
computer operation ability,
and innovation ability

Types of
| nstructional

Be responsible for
supervising the attendance

15




supervisionin

rate of students, and

educat i onal timely report the
institution statistical list of students
who are late, absent from
class and ask for leave to
the head t eacher and
submit it tothe relevant
depart ment s for handling.
Help student s treat study
and di sci pline positively
and carrectly.
Prof essi onal With the help of the Dean,
Learning we will cultivate high
Conmunity quality teaching leadership
(PLC) and pr of essi onal
development for future
schodl leaders.
Process in Coordinate the transfer,
helpi ng st op and mak e-up of
teachersto teachers, classroom
effectively application, including
arganize their |external, full-time and
lear ning admini strative personnel,
activities and timely convey the
schod's noticetothe
relevant personnel tostrive
for their suppart and
cooper at i on.
Leadersin Tomake the schod better
driving carect the guiding

education pdicy
intopracticein

idedogy, tofurther deepen
the reform of education and
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schod's

teaching clear direction, to
est abli sh the idea of

t eaching and educating
people, whoeheartedly
serving students. | t can
effectively strengthen the
st andar di zed management
of the schod, have rulesto
fdlowand laws to fdlow
and mak e the schod
cultivate more and more
talent s needed by the
society.

Problems of the
organization
| n planning,
evaluation, and
deci sion making

The work of teaching
secretary istrivial, and
sometimes the coordination
bet ween departmentsis
inconvenient. Therefore,
strengt hening the
efficient operation of the
work is alsoaroad wort hy
of thinking and exploration
inthe future. | hope the
work of all departments of
the schod can bring more
convenience tothe

t eaching secretary, soas
toprovide high-quality
service for teachers.

3.1.2 Knowledge Acquired
After the internship, | improved my service
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consci ousness, organization and coordination ability, unity
and communication ability and language expression ability.
Now we have mast ered and have the ability and quality of
flexible handling of basic teaching affairsin the teaching
process. At the same time, master the cdlege "educational
admi ni stration management system' t eachi ng management
and skilled operation.

3.1.3 Working relationship with the st aff
1. Focus on group interests, cultivate tacit
under standing with cdleagues, advance and retreat toget her.
2 Cdleagues actively help and care for me.
3. Help each other with cdleagues, modest and prudent,
diligent and progressive.

3.2 practice experience

The work of teaching secretary is mainly service work,
many of which are trivial. Not only the task is heavy, but
also many ideas are invdved in various department s of
coleges and universities. Sometimes the task is urgent, and
several tasks have tobe corpleted at the same time. We
have towork overtime, and even can't rest on hdidays. We
need towork overtime frequently tocompleteit. Therefore,
a teaching secretary needs to have a ndble spirit of
dedi cation and self sacrifice. Without a sense of service and
the spirit of willingtobear hardships and dedication, it is
absdutely impossible todoa good job as a secretary.
Therefore, tocorrectly treat their omn valueinlife, the
value of secretariesisreflected through their hard work to
doa good jobin the ordinary cause of obscurity. Aslong as
they love it, they can also make remarkable achievements.
Teaching quality isthe basis of the survival and develgpment

18



of caleges and universities, andthe lifeline of cdleges and
universities;, Toensure and improve the quality of education
and teaching is the eternal theme of the schod. All of these
are inseparable fromthe loyalty and love of teaching
management and the unremitting pursuit of teaching quality.
We shauld strengt hen the management to ensure the quality
of personnel training, benefit, achievement and quality.
Therefare, the teaching secretary should enhance the sense
of mission and responsibility, make clear the i mportant
tasks on his shoulders, never relax the requirements on the
quality of teaching management, have the spirit of

dedi cation and hard work, be willing tobe an unsung herg,
work hard conscientiously and down-to-earth, improve the
ability toanalyze and sdve problems in practice, and
constantly improve the quality of service.

SECTI ON FQUR
RESULTS OF THE PRACTI CE AND LEARNI NG

4.1 achievement s

I nthis part, the achievementsin practical learning
are dividedintothree categories. The first kind of
achievement is mainly about the i mprovement of personal
ability; The second kind of achievement istohelpthe cdlege
carry out schod enterprise cooperation; The third kind of
achi evement is teaching management. The above results are
described in detail below.

1. Personal ability improvement: in recent months,

through my internship, | have i mproved my service
awar eness, organization and coordination ability, unity and
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communi cation ability and language expression ability. At
the same time, in the actual work also exercise their ability
todothings. I nthe work, we can pay attentiontothe
principles, processes and met hods of dealing with things,
enhance the awareness and ability of active innovation, find
out and improve our own shortcomingsintime, and further

i mprove our business level and service ability.

2. Interms of schod enterprise cooperation, we will
help the Cdlege of art and Ji'an Dance Asscciationtocarry
out industry cooperation. The City Dance Association will
provide teachers toteach studentsthe knoMedge and skills
of teachers for children's dance examination. Students will
get the opportunity topractice on weekends and summer
hdidays. The introduction of this newtechndogy makes
t eaching and production seamless, and student s work and
study in learning and practice, Organic corbination of the
first, second, third classroomtalent training ogectives. And
signed seven practice basestocarry out enterprise
cooperation, cultivate students stage practice ability,
carry out proect-basedteachingwith art troupes, seek a
variety of teaching methods, sothat students can gain more
rich content in teaching.

3. Teaching management:

(1) We should consci entiously i mplement the teaching
management system and make the document s online and
filedintime, Accardingtothe regulation of class suspension,
the regulation of the times of participatingin teachingand
research activities and ot her teachi ng management
document s, and strictly implement them

(2) The teaching management is standard, the
implementationisstrict, and the teaching runs well. At the
begi nning, the middle and the end of the semest er, regular
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i nspect i on and supervision of teaching work, detailed self-
examination of teachers' teaching document s and
examination papers, spot check and record of teachers' and
students' class situation; The daily teaching situationis
getting better and better.

(3) The quality contrd of each mainteachinglink is
effective, and the opinions and suggestions of part-time
supervisors and student s on Teachers' teaching and relat ed
work are regularly cdlected, soastotimely grasp the
feedback information of teaching.

(4) We should implement the tutorial systemfor new
teachers, let the ddteachers give guidance and helptothe
newteachersin teaching, scientific research and other
aspects, care about their life, andlet themget familiar
with the teaching work as soon as possible. At the same time,
they should be familiar with the newenvironment, work at
ease, and work happily, soastoplay a good rde of
"mentoring'.

4.2 key element s of successful internship

1. The successful corpletion of this internship largely
depends on t he cooperation bet ween cdlege leaders and
t eachers and st aff.

2 The key factors that determine the success of the
i nt ernshi p i nclude:

Organizational discipline: abide by the law, and strictly
abi de by the schod rules and regulations. Have good
professional ethics, work impartially, honest and self-

di sci pline.

Working attitude: as a teacher, standard words and deeds,
di gnified appearance. Be loyal tothe schod, love your
students, and respect ot hers.

Loyal totheir duties, strictly perfoomtheir duties, and
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have the courage toundertake heavy responsibilities.

Spirit of unity and cooperation: take the overall
situation intomind and cbey the organizational
arrangement s. Humdest and prudent, mutual help, diligent
and progressive. Actively participate inthe cdlective
activities, consciously maintain the cdlective honor.

Service attitude and work efficiency: have a strong
sense of service andresponsibility, andtaketheinitiative
toprovide quality services for the front line of teaching and
scientific research. Work efficient and complete tasksin
time.

4.3 advant ages of institutions

The advant ages of vocational schod's are now devel opi ng
rapidly. Fromthe traditional agricultural economy tothe
industrial economy, the benefits of industrial economy have
already occupi ed nearly half of the national income share. |t
has played an important rde in the develogpment of the
country. At the same time, the development of industrial
society alsorequires more workerstowork inthiswork, so
mor e people have come fromthe fieldstothe factory. 1. The
state attaches great i mportance to vocational high schoo
education. | n order toimprove the conditions of vocational
high schod and develop vocational education, the state and
local government s have issued pdlicies t o develop vocat i onal
education. Studentswith family difficulties shall be
exempt ed fromtuition and mi scellaneous expenses. Schods
also have their own schdarships. The pdicy of exenption for
agriculture related majars shall be implemented. 2 The
soci ety has increased t he demand for vocational high schoo
students, and provides more opportunities for further study.



Besi des employment, student s have anat her way t o choose,
that istotake part inthe general cdlege entrance
examination, adult colege entrance examination, and alsoto
participate inthe cdlege entrance examination set for
vocat i onal high schod toimprove their occupation, enter the
hi gher vocational and t echnical cdlege to study, and
continue tostudy inthe University. You can also participate
in various special training. Multi-directional choice
improves its own shortcomings and meet s different social
needs. 3. Vocational high schod st udent s have some

advant ages and characteristics. 1) Vocational high school
student s have their own professional expertise. 2) The
mentality of vocational high schod graduatesisrelatively
low. 3) The plasticity of vocational high schod studentsis

hi gh.

4.4 di sadvant ages of the organization:

The di sadvant ages of vocational schods are as fdlows: 1.
First, the number of studentsisshrinking® Inthe next few
years, the enrdlment of vocational schods will continue to
decline; The sharp decrease of junior high schod graduates,

t he expansion of general high schod enrdlment, and the
"enrdlment difficulty" caused by the lack of attraction of
secondary vocational schods undoubt edly bring a huge
survival crisistovocational schods. Second, studentsarein
a weak position. Under the mechani sm of elimination and
diversion, the scores of vocational schod candidates are low
whi ch mak es some vocational schods have toadmit students
with very lowscores, 2 For most schods, the state's
financial invest ment can only maintain the capitation
expenses, and the shortage of schod buildings and equi pment
isvery prominent. Therefore, we need togive full play tothe
ent husiasm of all aspects of society tohadd vocational



education and rely on social forcestorun schods. I n
particular, enterprises are encouraged to run vocational
education. The successful experience of developing vocational
education in many countries shows that running vocational
education well depends nat only on the government, but also
on the extensive participation of all sectors of society. 3.
Vocational high schod student s t hemselves have some
advantages. 1) The students are not mature. 2) Lack of the
spirit of hard work. 3) The pressure resistance is obviously
insufficient. Vocational educationisnot only the process of
screening, integrating and consdidating students basic
cultural knoMedge, but alsothe process of applyingtheir
knowledge totechnical practice, and alsothe process of
shaping their idedogical and moral character, social
communi cation, independent survival and self-devel opment .
Qualified vocational high schod graduates contribute alat to
society and enterprises. Torecognize the advant ages and

di sadvant ages of vocational high schod studentsistomake
themmore able to adapt tothe development of society.

4.5 suggestions for i mprovement

1. Focus on the sense of participation and create a shared

vi sion

Change t he mode and strengt hen participation. The creation
of vision should highlight the word "common”, which includes
the needs of students, teachers, enterprises and society. For
this reason, the mode of vision planning should be changed
fromthe traditional top-down way tothe bottomup inverted
pyramid. Students are at the top of the pyramid, beloware
the front-line teachers, then the middle managers, and
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finally the top leaders. This model shows that the
interaction, discussion and even argument in the process of
vision creation are more impartant than the result itself.
Therefore, only when the vision and goal become vivid and
vivid, can everyone in schod feel that it isthe result of
their onn thinking and participation, then the vision
created isreally meaningful.

Clear direction, accurate positioning. The key tothe
creation of visionisthe accuracy of direction. With the
accurate positioning, we will not blindly seek perfection and
great ness when creating the vision, but adheretothe
principle of "doing somet hing but not doing something' on the
basi s of accurate positioning, highlight the key paints,
devel op t he advant ages of each schod, finally formthe schod
running characteristics of each vocational schod, and
enhance the care competitiveness of the sustainable
development of the schod.

2. Enhance the strategic t hinking and management ability of
leader s

Learn tolisten and communicate, and lead teachers and
studentstocreate a common vision. Qur leaders are usedto
fdloning their will, and our teachers and students are also
usedtoobeyingthe instructions of their superiors. I n such
a deep-rooted traditional mode of thinking, leaders should
first remove the invisible "croan” on their heads, remove the
mask of expressionless face, and communicate with teachers
and student s in those informal occasions as ardinary schodl
teachers, sothat they can hear the most real voce and
valuable suggestions.

Be a learning leader and develop your own strategic vision.
Nowadays, the era characterized by "change’ has added new
difficultiestothe work of the leaders of the education
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department. | n the dynamic environment, leaders needto
constant ly pursue effective knowledge, constantly
summarize and reflect fromexperience and lessons, inspire
teacherstotakerisksandtry, and set an exanple for the
whole organization with their rich knoMedge, foresight and
radi cal change.

Build interpersonal relationship full of trust tohelp faculty
grow. There is a popular saying in some schods: "let everyone
findtheright jab, let every jobfind the right person.”
Leader s have changed the traditional concept of personnel,
mor e respect for each staff, recognize their individual
differences, see the particularity of each one, use their
talents, and make the best use of their talents. This has also
changed the traditional opposition bet ween the leader ship
and the masses, and the masses' subjective spirit and sense
of participation have been significantly enhanced. It isthe
best state for schod leaderstoguide the staff fromthe

i nsi de.

3. Shaping campus culture conducive tothe implement ation
of strategic planning

The participation of all. Whenever possible, teachers and
student s should be invdved in the decision-making related to
cultural action. Because culture reflects the core values of
the schod, andit istheloyal identity and common value
aientation of all staff and students. Excellent campus
culture, it isnecessary tocreate a sense of identity and

mi ssion, a positive psychdogical environment formedin the
participation of all.

A high degree of respect andtrust. | n schod work, we will
find that teachers' personal qualities are very good, but they
donat seemto fully showtheir strengths, soit isdifficult
to effectively i mprove the schod work. The reason is sinple:
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they lack enthusiasmand energy. Thisrequiresthat the
schod culture can highly respect and trust the staff, give
the staff a certain degree of freedom establish an

at mospher e of mutual trust and har moni ous communi cation,
stimulate their morale and develop their potential. These
actions require courage, responsibility, vision, challenge and
creativity.

See your words and deeds as a sign of culture. Details shauld
be paid attention toin cultural modeling, such as howdoyou
greet students? How doyou communicate with student s? How
doyou dress in class? Seemingly detailed problems will affect
the formation of healthy and excellent campus culture. At
present, higher vocational cdleges are very young, andthe
formation of campus cultureisinits embryonic stage. We
should pay more attention toevery detail and regard our
words and deeds as a tod of cultural communication.

4. Student oriented, serving teaching and learning,
improving students ability

Thoroughly updat e the concept of talents and admit that
talents are different. The talent competition system under
China's cdlege entrance examination system makes many
student s lose at the starting line fromthe beginning of
cdlege entrance examination. They think they are losers and
weak learners. Asthe implementers of higher vocational
education, we shauld thoroughly updat e the concept of
talents, recognize the diversity of human intelligence, and
believe that everyone hastalent. | n teaching, we should
respect each student's individual characteristics and wi shes,
actively help student s under stand t hemselves correctly,
under st and t he soci al needs, make clear their own
development direction, and let students experience more
happi ness of success.



Use emotion as the engine of learning. Due tothe traditional
t eaching mode and evaluation method, vocational cdlege

st udent s seldom have successful experience intheir previous
lear ning experience, which leadstothe characteristics of
classroom learning relying on teachers, poar after-schod
learning initiative and emational learning. Therefare, in
order to change the learning face of higher vocational
students, the key istostinmulatetheir initiative, use
emotion as the engine of learning, and wake up the interest
sleeping in their hearts. We can use those methods to
integrate real feelings and experience, such as scenario
simulation, roe play, social practice investigation,
enterprise training, etc.

We should change t he t eachi ng met hods and highlight the
mast ery of professional core competence. The talent training
goal of higher vocational colegesisthe appliedtalentsin
the front line of production, construction, management and
service. Therefore, it isnecessary tochange the traditional
teacher centered, classroom centered and textbook centered
teaching methods, gradually realize prqgect-based t eaching,
di scussion test teaching and on-site teaching, and design
teaching methods in line with the lawof talent cultivation
in higher vocational education, sothat each student can
take the professional core competence as the goal and embody
the characteristics of higher vocational students.

5. Seeking for characteristic schod

The creation of characteristicsisalong process, whichis
the life and vitality of higher vocational education. The so-
called characteristics of Hgher Vocational Colegesrefer to
the unique schod running style, schod running mechani sm
and so on, which are different fromother schods under the
est abli shed schod running concept, accordingtotheir own
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conditions and soci al needs.

Major setting. The specialty setting of higher vocational
education should highlight the local characteristics. It must
formits own characteristic specialty and pillar specialty
accordingtothe reality and potential needs of local economic
development. At the same time, it should set up specialties
according tothe occupation post group (category) according
tothe pdicy of width and narrowness.

content of courses. Accardingtothe trainingdirection and
the requirement s of talent specifications, we should refarm
the traditional teaching mode and t eaching content,
establish the curriculumsystemwith technical practice and
application ability asthe special line, correctly handle the
relationship between theory and practice, knowledge and
ability, take practical teaching asthe focus of teaching
reform and build a scientific, complete and i ndependent
practical teaching system

Teaching staff. The key tothe develogpment of higher
vocational education andits characteristicsliesinthe
construction of "double qualified' teaching staff. | n addition
tothe quality of ordinary higher education teachers, double
qualified t eachers should also have higher practical ability
of professional techndogy application and st rong social
ability. Fromour current practical work, we can start from
two aspects tocultivate "double qualification" Teachers: one
istoinprove the existing teachers technical application
ability and practical ability, tocarry out short-term
practical traininginenterprises, toparticipatein
scientific research and innovation prgectsin enterprises,
o totake temporary traininginenterprises, soasto

achi eve the purpose of enhancing practical ability. The
second i s to standardize the appoi ntment systemof part-



time teachers and employ a group of part-time teachers with
rich practical experience and certain cultural quality.

6. Building a scientific and st andardized evaluation and
supervision system

Pay attention tothe whde process of evaluation. Evaluation
should not be invaved only after the inplementation of the
plan. It should play an active rde fromthe beginning of the
plan. | t runs through the whde strategic planning and should
be regarded as a participant in the whae process.

Formulat e scientific and reasonable evaluation index. The
current evaluation of higher vocational education needsto
develop a complet e and st andar di zed evaluation system,
scientific and reasonable index system focus on the
combination of weight and quality, and effectively monitor
the schod running conditions and talent training quality of
different levels and types of cdleges. Advocate the

at mosphere of positive reflection. | f our evaluation and
supervision mechanismwantstoreally play itsrde, it also
needs a good soft environment, that is, toforma good

at mosphere of positive reflection and dare to give advice and
suggestions in the schod, and to give full play tothe wisdom
of each teaching st aff.

30



SECTI ONFI VE
CONCLUSI ON DI SCUSSI ON and
RECOMMENDATI ON

5.1 Conclusion

The internship was very smooth, and | learned a lat of
experience and lessons fromit. It provides me with a
valuable oppartunity tolearn the theoretical knoMedge to
assist the practical application, todeeply understandthe
responsibility of the teaching secretary. Hgher vocational
caleges in t eaching management, teaching secretary played
an important rae, contributed great strength, played an
impartant roe, teaching secretary isthe manager, but also
the grass-roots executor, inthe specific jaob, tohave higher
quality, higher vocational colegestostrengthen the
training of teaching secretary team improve their ability
towork, make the teaching secretary inthe process of
st able development of universities, create higher value.

5.2 Di scussion

First, the purpose of this study istoexplainthe
characteristics of the teaching secretary work in the higher
vocat i onal teaching management.

Second, the research results of this paper showthat the
teaching secretary isvery important in the teaching
management of higher vocational education.

Third, as a qualified teaching secretary tobe "modestly”. We
should be good at humbly modest ly. Each semester of the
class arrangement and final examination arrangement, all
salicit the gpinions of the teachersin advance, and the
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teaching director toget her repeatedly several trial row try
tobeinline with the teaching rules and can make the
teacher basically satisfied. Those who do not understand and
have questions will humbly consult the educational affairs
authorities, sdve the prablemsintime, and coordinate the
relationshipwith the relevant departments.

The faurth istohave "patience’. Tothe teacher and students
put forward each question one by one to give serious answers.
| f you donot know clear about certain regulations or systens,
can not pushit, but write down the question, find the answer,
give the teacher or student a satisfactory answer.

The fifth istobe "careful”. Every semester rowafter classto
repeat edly check, carefully check, can not appear any
problems. Students ' scores should be more timely and
accurate. After the results of each classareinput intothe
computer, they should be carefully checked, soasnat to

avoi d wrong boar ding, omi ssion, causing unnecessary trouble
tostudents. Routine work isregular, towhat time todo what
thingstoknow, donot remind, urge, taketheinitiativeto
do. Handle some temporary work timely, and donat delay.

5.3 Recommendation

(1) Pay attention toinformation construction, reduce
the workload of teaching secretary. The teaching secretary
of Higher Vocational Colleges undertakes a very heavy task.
| f the teaching secretary spends a lat of time and energy on
daily work, it will be unable tocarry out business research
and innovation, which is very unfavorable tothe continuous
development of teaching gperation management and the
prof essi onal development of the teaching secretary. H gher
vocational coleges should pay attention toinformation
construction. With the support of information software and
equi pment, teaching secretaries can work more conveniently
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and efficiently, greatly savingtime and energy. While the
workload is reduced, teaching secretaries can put more
energy intothe research and innovation of their oan staff.
(2) Pay attention totraining and learning, improve

personal professional quality. The quality level of teaching
secretary directly affectsthe develgpment of teaching
management. The leaders of higher vocational colleges should
pay attention tothe development of training and learning
activities. The development of teaching management has a
certain complexity. The teaching secretary should mast er
the latest teaching concept and pdicy content, find out the
prablems in the teaching processin time, and assist the
leaders to formulate effective sdutions. The teaching
secretary should improve the innovation ability of his own
wor k and promot e the i mprovement of teaching operation
management effect. Qualified higher vocational cdleges
should set up funds to support the training of teaching
secretaries, encourage and support the further study of
teaching secretaries in business.

(3) Clarify the post responsibilitiestoensure the
i mprovement of work efficiency. Although the teaching
secretary work of different higher vocational calegesis not
completely consistent, but fromthe overall situation, the
wor kload of teaching secretary isrelatively large. I nthe
process of carrying out education refarm higher vocational
colleges shauld alsocarry out certain reformfor the post of
teaching secretary, actively communicate with ot her
coleges, systematically sort out the work of teaching
secretary, clarify and standardize the responsibilities of
t eaching secretary, and i mprove the quality of teaching
secretary.

(4) Formulate a reasonable incentive mechanismto



promot e the teaching secretary tocarry out the work more
actively. The leaders of higher vocational cdleges should
deeply understand the difficulties and practical needs of
teaching secretaries, sdvetheir difficulties as far as
possible, meet their needs, and formulate the incentive
mechanismin line with the characteristics of teaching
secretary work frommany aspectstopromote the initiative
and stability of their work.

| nspiration for future internship: Although | feel | have
made great progress since my internship. But | knowthat |
amstill very young because | have not been working for a
longtime, and | still have some problems. | hope that inthe
future work, leaders and teachers will give more criticism
and education, sothat | can better corplete various tasks,
and also exerci se and enhance nmy personal ability. I nthe
future, | will continue tolearn and accurmulate, constantly
put forward problems, sdve problems, and constantly i mprove
myself, sothat the work can be conpleted faster and better.

Suggestions for future interns

The results of this study are also applicable to ot her
maj ors that need internship, such as pedagogy and i nnovation
management .
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Appendi x

(Photo, Questionnaire, | nterviewform etc.)
Questionnaire:

Questionnaire on the development of in-service actorsin
Ji'an

Q1. Gender

() A female

B. Male

Q2 what isyour highest degree?

() A postgraduate
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B. Undergraduat e

C. Juniar Cdlege

D. Technical secondary schod

Q3: what level of dance education (training) did you receive

before you became a dancer?

(a) dance education for the general public

B. Mare professional (systematic) Dance Education

C. Less dance education

4: howlong have you been in the league?

() A one year o less

B. 23 years

C. 45years

D. 69years

E. 10 years and above

Q5. What other skills doyou think a dancer should possess
( You can choose more than one)

() A vocal music

B. performance

() C. drama

() d. lines

() e. athers

Q6. what kind of dance doyou think a dancer should have
( You can choose more than one)

() A Chinese classical dance

() B. fdk dance

() C. modern dance

() d. pop dance

() e. I nternational Standard Dance

Q7: which aspect of the dance company do you think you need

toimprove most ( You can choose more than one)

Dancing skills

() B. choreography experience
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() C. knowledge of lines and per for mance

D. vocal music knowedge

() e. opera knonledge

Q8 what are the requirements of your company for your
ability ( You can choose more than one)

Dancing skills

(b) Choreography experience (method, means, mode, etc.)
() C. vocal music knowedge

Per for mance knowl edge

() e. opera knonledge

QO: does your company teach dancers? How many times a week?
() A no

B. Yes, every day

C. Yes, 1-3times a week

D. Yes, three tofive times a week

Q10: what doyou think of your company's facilities and
equi pment

| t has independent dance classroom and can use piang stereo
and ot her equi pment

B. Basically complete, with independent dance classroom
sound, but no pianoand other musical instruments for
activities

C. Not complet e enough, there is noindependent dance
classroom barely abletocarry out teaching activities.
Q11: most of the dance types performed by your company are:
Classi cal dance

B. Fdk dance

C. Contenporary dance

D. Other types

Q12 does your company have a special evaluation plan and
incentive mechanismfor dancers?

() A yes
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B. No

C. | don't know
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