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Abstract

This study background the office conference management of large and medium-sized enterprises, and focuses on strategies to improve
work efficiency. Firstly, systematic observation and data collection are used to deeply analyze the current situation of enterprise
conference management, and then a comprehensive conference management model is constructed based on a series of general work
efficiency theories and methods. The results found that an effective meeting management strategy can significantly improve work
efficiency. The main means include: clarifying the meeting objectives, strictly controlling the meeting time, optimizing the meeting
process, preparing materials in advance and regularly evaluating the effect of meetings, etc. In addition, the active participation of
senior managers and the positive feedback on the results of the meeting also show the importance of improving the effectiveness of
the meeting. In order to further improve work efficiency, the study also put forward a series of feasible suggestions, such as using
technological means to optimize the meeting process, training staff effective meeting participation skills.
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