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Abstract

Currently, secretarial work faces problems such as low professional skills, cumbersome workflow, and lack of effective assessment
and coordination mechanisms. In order to meet these challenges, the digital age has proposed strategies to improve the efficiency
of secretaries. These strategies include applying digital tools to improve productivity, optimizing workflow to reduce complexity,
strengthening communication and collaboration to enhance teamwork effectiveness, and focusing on self-improvement and mindset
adjustment to maintain a positive work attitude. These measures collectively constitute a comprehensive strategy to enhance the
efficiency of secretarial work, aimed at helping secretaries adapt to the digital age work environment, improve work quality, and
better serve the development needs of teams and organizations.
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