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Proposal for building an effective academic administration system

HATSUDA, Keiko (Administrative Staff, Office of Academic Coordination)
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Keywords

Standardizing, the shape of cooperative structures, the roles of authority and responsibility, grouping

Summary

The role of administration staff in a university is to accurately process a variety of administrative tasks arising from
issues related to academic staff and students and in addition, continue to consider the most effective way to execute these
asks in order to rationalize and streamline academic administration. Rationalization and streamlining of academic
administration requires formulating tasks which can be formulated (regulated or compiled in a manual), standardizing,
centralized processing and systematizing. Formulated administration reduces the time, burden and personnel required for
routine tasks allowing academic staff to increase the time they spend on the tasks they specialize in. Here we investigate
further scope for rationalizing, streamlining and standardizing routine tasks at Ritsumeikan University and propose an

administration structure that reduces the labor required of staff to spend on routine administrative tasks.
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