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Abstract 

It is only 41 years since the establishment of tianjin Vocational University, the first 
higher vocational college, the cause of higher vocational colleges has experienced many 
challenges while developing rapidly.Today, challenges still exist. Influenced by the 
epidemic, network teaching is developing rapidly. In the context of the Internet era, a 
variety of teaching AIDS are emerging in endlessly, and the conflict between the 
empiricism of the old generation of public university administrators and the innovative 
thinking of the new generation of public administrators is becoming more and more 
obvious.Because of the expansion of the teaching staff, the teacher management system 
has become bloated, and it is more difficult to assess the administrative personnel in 
higher vocational colleges.The relationship between departments is unfamiliar, and 
some administrative staff have negative attitude towards work.Based on this, the author 
carried out this innovation research. 
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1. Introduction 

The innovation of administrative management in higher vocational colleges is closely related 
to the development of higher vocational colleges, but the development of times and the working 
mode of administrative personnel in higher vocational colleges do not agree with the 
development of higher vocational colleges will inevitably cause certain obstacles to the 
development of higher vocational colleges.Weber's administrative management theory 
mentioned that: management behavior needs to be regulated by knowledge, and leaders must 
have the corresponding working ability, and should lead from the actual situation rather than 
subjective will. 

But now higher vocational colleges are facing the informatization reform under the background 
of the Internet era. In the situation of continuous conflict and innovation between traditional 
management and informatization management, the management methods of a large number of 
administrative personnel in higher vocational colleges are out of date.Today, in the pursuit of 
timeliness, too much meeting notice and discussion will not help the work, but have a certain 
impact on the psychological state of managers, delay the completion of work events, reduce 
work effectiveness. 

Weber also believes that the ideal administrative organization system is in line with the 
principle of rationality, with the highest efficiency, better accuracy, stability, discipline and 
reliability than other organizational forms, and can highly accurately calculate the results of 
organizational leaders and members, which can be applied to a variety of management work 
and more and more major organizations. 

In higher vocational colleges, for most of the administrative personnel performance appraisal 
evaluation from a german-american thrift evaluated for cheap, relative fuzzy evaluation index, 
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among them there is a problem, if there is excessive evaluation objects would greatly increase 
the work of others, in order to get the exact evaluation, thus increasing everyone's work, 
whether it is worth?However, if there are too few evaluation objects, will the assessment data 
result be inaccurate?Inaccurate assessment results are difficult to be accepted by the public, 
and the performance assessment that cannot be accepted by the public cannot produce positive 
and positive effects on the administrators of higher vocational colleges. 

There are many such cases. In order to improve the quality of higher vocational colleges, it is a 
very key task to improve their administrative management and service level. 

2. Innovation research 

2.1. Personal situation innovation 

When conducting administrative management, colleges and universities require 
administrators to have good moral cultivation, as well as corresponding management methods. 
In order to improve the administrative management level of higher vocational colleges, it is 
necessary to give priority to the personal situation of higher vocational administrative 
personnel, including personal quality, summary innovation and personnel personalized 
management. 

Personal qualities 

Personal quality: mainly reflected in professional ethics and knowledge level, 

The good moral tutelage is higher vocational colleges as a qualified administrative management 
of the basic requirements, do not say dirty words, don't beat and scold students, not to their 
own personal mood to work, stick to principles in the work, to stick to the bottom line, only in 
this way can ensure public administrative staff at work in higher vocational colleges can be 
impartial, workflow stand up to scrutiny, Will not bring trouble to the development of their own 
and higher vocational colleges. 

How to improve the professional ethics and professional ethics of the administrative personnel 
in higher vocational colleges?It mainly includes two aspects: 

Good personal qualities.The personality of administrative personnel in higher vocational 
colleges has been determined before entering the university, and it is difficult to change. At the 
level of higher vocational colleges, we can only set up reward and punishment mechanisms to 
restrain them.At the same time, professional ethics training is also needed to deepen the 
impression in the minds of administrative staff, so that they understand what should be done 
and what should not be done.In order to determine whether the administrative personnel in 
higher vocational colleges can continue to serve the teachers and students, it is necessary to 
have a feedback mechanism for the administrative personnel. 

2. Keep a good attitude.Administrative staff in higher vocational colleges can't according to each 
of the above changes, the only can do is as far as possible when in the allocation of resources 
and job fair, when the resources of the job content, workload and get quite to make 
administrative staff in higher vocational colleges to keep good state of mind, the maximum 
extent, to stimulate the enthusiasm of the administrative staff in higher vocational colleges.At 
the same time, higher vocational colleges should regularly check the mental state of their 
administrative personnel, and organize outdoor outing activities and sports. 

In terms of knowledge level, administrative personnel need to meet the demand of knowledge 
reserve of the post, including the corresponding knowledge of the post, the use of office 
software, the use of system platform and other aspects. 

The common knowledge and skills training in the administrative departments of higher 
vocational colleges are mainly organized training and mentoring. 
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Organization training: Higher vocational colleges should regularly organize training for 
administrative personnel, including skills training of modern Office software and training on 
the use of system platform.Post business ability training, meeting arrangement and other 
aspects. 

The old lead the new, mentoring: unlike training, this training mode can be targeted learning, 
so that the new administrators can quickly start all the jobs, but this training mode is not prone 
to chaos.However, it should be noted that the training mode of mentoring and mentoring makes 
it easy for the new administrative staff to form dependence on the old staff, and the traditional 
work task mode limits the creative thinking of the new administrative staff to a certain extent. 

Summarizing innovation 

Summary innovation: summarize past work experience and conduct innovation research for 
future work. 

Administrative staff in higher vocational colleges work content can be processed into gear, best 
practices and case can learn from each other, can carry out a similar position of symposium, 
communicate to study, when the mind and thoughts, after the collision produced sparks of 
wisdom, administrative personnel work in higher vocational colleges and the method to 
improve, The work efficiency and quality of administrative personnel in higher vocational 
colleges can be improved. 

At the same time, the summary of the work of the administrators in higher vocational colleges 
can also provide guidance for the new administrators in higher vocational colleges and help 
them to take over the work quickly.During the working period of new employees, if better 
working methods are adopted, the work summary can also be modified to maintain the 
consistency of the work summary and the implementation of the current work. 

Personalized personnel management 

Personalization management: higher vocational colleges should decide their positions 
according to their personalities and abilities. 

In the development of higher vocational colleges, from a grass-roots office to the management 
of higher vocational college personnel arrangement, all need to be carefully selected, which is 
closely related to the development of higher vocational colleges.Arranging positions according 
to the individual characteristics of administrative staff is also responsible for all aspects of 
students studying and living on campus.However, the selection of personnel should not be too 
extreme, otherwise too much of a good thing, reasonable arrangement of administrative 
personnel positions in higher vocational colleges will be an effective way to improve the 
development speed of higher vocational colleges. 

2.2. Team decision making innovation 

Team decision is the team's plan for the future development from a large aspect, and every 
small decision from a small aspect.Team decision-making varies from department to 
department. Some department leaders have their own opinions on decision-making and like to 
fight against the opinions of others, while some leaders like to pool their ideas to discuss 
solutions. 

Decisions are made to get the job done.Therefore, no matter what form the decision is made, 
we can regard it as a good decision only if it is achieved correctly and within the allowed 
time.However, no one can guarantee that their decisions will not go wrong. Only by growing up 
in countless decisions and finding out their own decision-making ways, can they better serve 
the teachers and students in the school and help the orderly development of higher vocational 
colleges. 
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2.3. Work environment innovation 

The working environment of administrators in higher vocational colleges is mainly composed 
of physical environment, team environment and rule making. 

Plan for improving administrative Working Environment in Higher Vocational 
Colleges.Research and discussion can be carried out from the following aspects: 1. Office 
environment;2. Team atmosphere;3. Promotion of professional title;4. Job responsibilities and 
assessment standards;5. Contact and cooperation between various departments;6. Working 
intensity;7, de-administration. 

(1) Office environment 

The office environment is a fixed place where the administrative personnel of a higher 
vocational college work for a long time. Since the service objects are mostly students and 
teachers, the materials received are mostly with some personal information. For the safety and 
storage of materials, the administrative personnel should have their own, sufficient safe for 
loading materials.Due to the particularity of some posts, they have high requirements on the 
security level of materials storage, so it is necessary to avoid excessive communication between 
students and teachers, and separate offices should be set up as office space. 

To carry out administrative management innovation is the key for China's vocational colleges 
to meet the needs of the Development of the Internet era and to achieve the overall strategic 
goals of the schools [].iThe office supplies of the administrative personnel in higher vocational 
colleges should meet the current office needs, and at the same time, they should take 
precautions to prevent the leakage of documents. 

 (2) Team atmosphere 

The quality of a team and team atmosphere comes from many factors. A positive, sunny and 
energetic team is often able to burst out greater vitality, overcome difficulties and achieve 
higher achievements.In contrast, a decadent, internally conflicted, disagreeing team creates a 
chaotic working environment. 

The administration of higher vocational colleges is composed of individual administrators, but 
they have the same goal and mission, and their life also grows with the development of higher 
vocational colleges.Therefore, the administrative personnel of higher vocational colleges 
cannot exist in isolation.There should be some contact between departments and between 
administrative staff. 

At work, team decision-makers need to listen to the voices of team members, pay attention to 
them, and understand their needs and hopes. Only when the team leader goes deep into the 
team, can team members fully integrate into the team and move forward together with the team 
towards the common goal with a sense of honor and mission. 

 (3) Professional title promotion 

Administrative personnel is an important part of the internal structure of higher vocational 
colleges, and their service level will bring important influence to the development of higher 
vocational colleges. 

Professional title is an important index of evaluating the comprehensive quality of 
administrative personnel in higher vocational colleges.Should bring administrative personnel 
positive, positive influence, the index set should revolve around the development of the school, 
around for teachers and students to provide a better service platform to set the title assess in 
addition to arouse the enthusiasm of administrative personnel should also has the fairness and 
the public, the fairness is the administrative personnel work content into component count, 
Therefore, it is necessary to design the corresponding score conversion formula in advance, and 
the assessment conclusion should also take this score as the main reference for professional 
title evaluation, so as to avoid excessive human factors.Because the focus of work in higher 
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vocational colleges may be different every year, the corresponding work content is different. 
Higher vocational colleges should set up key assessment work at the beginning of the year to 
encourage the active participation of administrative personnel of higher vocational and 
technical colleges. 

At the same time, higher vocational colleges should provide more stage for administrators to 
show themselves, so that higher vocational college administrators have more opportunities to 
show their work ability, so as to make the professional title evaluation more fair and just. 

Job responsibilities and assessment standards 

Only by providing incentives and encouragement to administrators can the daily operation 
mechanism of colleges and universities be revitalized and the educational effect of colleges and 
universities be maximized []. ii As for the reform of job responsibilities and assessment 
standards, the first is to form quantitative assignment of work tasks. When the task is released, 
the workload is linked to the score value, and the contribution of each person in the work is 
clear. Then, the score value is increased or decreased according to the task completion effect 
and the number of service objects. To ensure that the tasks performed by administrative staff 
are as close to the actual working situation of administrative staff as possible.Finally, assign 
points to the workload in the year-end assessment, and order the points from high to low, so as 
to be practical and realistic and follow the rules. 

Contact and cooperation between various departments 

Increasing the connection between various departments can increase the overall service level 
of higher vocational colleges' administration. 

In order to strengthen the links between departments, sports competitions, fellowship 
associations and other activities can be carried out to separate administrative staff from 
different departments into different teams to get to know each other.Contradictions that cannot 
be resolved at work may be easier to be solved in another relaxed atmosphere. Only when the 
contradictions between different departments are resolved can the atmosphere be harmonious 
and the efficiency be improved in some joint work. 

At the same time, when releasing tasks, if multi-department cooperation is required, work 
should be clearly decomposed in advance to ensure that each department can clearly know 
what they should do and who is responsible for it, so as to urge each department to complete 
their own work. 

Working strength 

The administrative personnel in higher vocational colleges have different work arrangements 
because of their different positions.And according to the different work content, its workload 
is also different.Reasonable work intensity can ensure the service level, and will not cause 
lasting damage to the physical and mental state of employees.The assignment of the 
administrative staff in higher vocational colleges should take the job responsibility as the 
reference standard, clarify the scope of the work content, and have a reasonable reward 
mechanism for the temporary increase of workload, so as to give play to the enthusiasm of each 
administrative staff. 

De-administrating management 

The non-standard administrative logic itself is the destruction of administrative rules [].iiiTo 
security administration has long been an education industry has been the research topic, higher 
vocational colleges is a education as the main body, scientific development of auxiliary develop 
nonprofit education organizations, should focus on how to education of students, training 
talents, contribute to social aspects, rather than administrative rights and interests.Only in this 
way can higher vocational colleges have a reasonable and sustainable development. 

In higher vocational colleges, de-administrative management is mainly reflected in: 1, reduce 
meeting arrangements, improve work efficiency.2. Reduce the approval process, enhance the 
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sense of responsibility, and set up special personnel.It is necessary to return the content of 
administration to service, seek truth and refuse formalism.Third, to avoid the erosion of 
administrative power to academic power.We should strengthen the academic power and 
implement a management system in which academic researchers manage academic 
researchers.4. The supervising group of higher vocational colleges should check the academic 
achievements of academic departments regularly to ensure that their work meets the 
development needs of higher vocational colleges and does not deviate from their original 
heart.5. Communication, meeting, discussion and activity organization should meet the 
management requirements of higher vocational colleges without formalism and extravagance. 

3. Conclusion 

The service of administrative personnel in higher vocational colleges needs to be 
improved.Service awareness needs to be improved, and so does service efficiency.Only higher 
vocational colleges attach great importance to school administration.Administrative personnel 
of its own has a clear, accurate positioning, administrative does the practical work for the 
development of higher vocational colleges, actively to thinking for the center for the 
development of higher vocational colleges, higher vocational colleges to make administrative 
real toward efficient, in the right direction development, so as to provide support for teachers 
and students a good learning environment. 
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