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Abstract: This topic focuses on the current state of work management of office secretaries in Phuoc Yen One
Member Limited Liability Company, Lao Cai province. Through analysis based on practice and office
administration theory, the objective of the topic is to identify current weaknesses and propose solutions to
improve the work efficiency of secretaries. The research methods applied include employee interviews and
internal company surveys. The expected results will contribute to management improvement and enhance the
company's competitiveness.
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