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Research on transitions in the administrative work of departmental offices and the
administrative abilities required of office staff: The College of International Relations
as a case study

SETO, Yuka (Assistant Administrative Manager, Faculty Office of International Relations)
CHIKAMORI, Setsuko (Senior Researcher, Research Center for Higher Education Administration)
TANAKA, Yasuo (Deputy Manager, Academic Affairs)

TANAKA, Eiji (Administrative Manager, College of International Relations)

Keywords
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coordination ability

Summary

Clarifying the situation of university administrative work in direct departments—that is, those departments in which
there has been little previous research on the administrative work carried out by educational affairs staff but which are the
largest-scale departmental offices in terms of personnel—is an important task in order to arrive at a better understanding
of university administrative staff theory, and will provide major impetus for the improvement of educational support
offered in collaboration with faculty.

A comparison of office administrative work with North American universities, added to an investigation of shifts in
departmental teaching reform, places the focus on new administrative work by departmental offices. In addition to so-
called “educational affairs administration,” the following were identified in practical terms as “learning support
administration”: academic advice, career formation support, collaboration with society, and promotion of
internationalization. The present situation is that academic advice has yet to be developed systematically, and it will be
vital in future for administrative staff to develop their ability to play the role of navigator until students obtain their
degrees. Other administrative tasks that are taking on importance are drawing out student leadership and developing
networks with the community, and in teaching programs the role played by administrative staff in creating collaborative
ties and networks outside the university is extremely significant. Of course the ability to communicate in English will

probably be required in order to respond to the internationalization of education.
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