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Countermeasures for Office Secretarial Work in Enterprises in the New Era

WU Hao
Nanchang Power Supply Branch of State Grid Jiangxi Electric Power Co., Ltd., Nanchang, Jiangxi, 330000, China

Abstract: With the transformation of enterprise offices, secretarial work faces numerous challenges and opportunities. This article
reviews the development of secretarial work and the characteristics of the new era. It delves into the core responsibilities of secretaries
in the new era, such as information management, conference organization, and document archiving. In today's rapidly advancing
technology, secretarial work also needs to introduce electronic document management, virtual meetings, and Al technology.
Continuous training and team communication have become particularly important to improve efficiency. Secretarial work should not
only focus on tasks, but also attach importance to humanistic care, helping to enhance the happiness of employees.
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