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I.Training objectives

This program is designed to train students to be highly skilled professionals in administrative management
and secretarial work who are well informed in current issues in these fields both in China and abroad. They have
certain international perspectives and demonstrate a public spirit, public awareness and public responsibility. They
have innovative spirits and creative capability, along with integrity, knowledge, and physical health, capable of
well functioning in institutes of higher education, government agencies and business entities. They are expected to
achieve the following goals within five years after graduation:

1. Highly cultured in humanities with excellent social manners and sense of social responsibility, able to
adhere to professional code of conduct and successfully carry out duties assigned.

2. Well versed in the basic theories and professional knowledge in regard to administrative management and
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secretarial work, and able to solve complex issues encountered in their work via appropriate application of
relevant theories, methods and contemporary means.

3. Capable of functioning effectively in leadership roles in government agencies and business entities, with
the skill sets to manage public affairs in accordance with relevant public policies within the framework of reform
interests and public value.

4. Capable of keeping themselves updated with the latest development in the fields such as modern
administrative management in China and abroad, pubic affairs management events, national management systems
and modernization of management capability, etc.

5. Highly creative, entrepreneurial and motived for life-long learning, able to expand knowledge and skills
via self professional development to build and improve the knowledge and methods in administrative management
as needed for successfully performing job duties.

6. Capable of communicating effectively, with coordinating and leadership skills and foreign language
proficiency, demonstrating international perspectives and willingness to be creative and pragmatic, and able to

contribute to the society.
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II. Graduation Requirements

1. Professional knowledge: Well informed in administrative management knowledge and relevant scientific
research methods and capable of applying them adequately in future studies and practices.

2. Knowledge application skills: Able to use comprehensive subject knowledge to analyze and solve
problems in actual situations.

3. Computer and information technology application skills: Proficient in utilizing modern tools to help
resolve issues related to administrative management. Able to conduct research via information technology,

including literature review, data collection and analysis, capable of performing well in job duties, practice and
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scientific research.

4. Research skills: Capable of conducting research with appropriate scientific methods based on their
theoretical knowledge integrated with facts in their work, and able to come up with reasonable and effective
conclusions from their investigations and analysis conducted via modern scientific technological means.

5. Professionalism: Highly cultured in humanities with strong sense of social responsibility, morality and
professionalism, able to plan for their own professional development and adhere to professional code of conduct
while performing duties in administrative management.

6. Communication skills: Competent in linguistic communications and able to use appropriate means to
communicate effectively with colleagues and the public on specific topics concerning actual and complex
management issues; demonstrating certain international perspectives, and able to communicate in English in
cross-cultural settings.

7. Social practice ability: Able to apply knowledge in administrative management to social practice, capable
of practical work by utilizing the basic methods in social statistics, social analysis, and social surveys.

8. Life-long learning: Well informed in the development in the filed of administrative management in China

and abroad, with the ability for autonomous learning and motivation for life-long learning.
By IR H AR SLBLAE R
FIRAM T | BFRE2 | BIRHR3
TR 1 v v v
2k 2 \ \
HlL R 3 \ \ v
v v

FIRHbr 4 | BiRHMRS | HiFRHIR6

=
<

1
=

1&
=
W
e
o

<

\/

Training goal matrix

Educational

objective 1

Educational

objective 2

Educational

objective 3

Educational

objective 4

Educational

objective 5

Educational

objective 6

Graduation

Requirement 1

\/

\/

\/

Graduation

Requirement 2

Graduation

Requirement 3

Graduation

Requirement 4

Graduation

Requirement 5

15-3




EXBRAFREFAAR

Educational Educational Educational Educational Educational Educational
objective 1 objective 2 objective 3 objective 4 objective 5 objective 6
Graduation
_ y J
Requirement 6
Graduation
_ y y v
Requirement 7
Graduation
_ J y y v
Requirement 8

= TUFFRIE

BUA R, B EE, ALE R BURGT . ABURMT. ADBEEERE. ChREES
L ATBUARI. TS

III. Main courses

Theory of Political Science. Principles of Management Science. Public Administration. Governmental
Economics. Public Policy. Human Resource Management. Document Writing and Management.
Administrative Theory « Theories and Methods of Social Survey. E-governance
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IV. Recommended length of the program: 4years
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V. Degree: Bachelor of Management
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VI. Credits required for graduation: 175 credits
Type of courses Academic credits Type of courses Academic credits
1.Courses of general education 45 3. Specialized Courses 61
Required courses 41 Core specialized courses 49
Elective courses 4
Elective courses 12
2. General disciplinary courses 44
Required courses 34 4.Practicum and internship courses 18
Elective courses 10 5. Quality development courses 7
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V. Graduation Realization Matrix
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