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Practice and Exploration of Refined Administrative Management
in Office Operations

Yan Pang
Jiangsu Huaxin Yongnan Energy Technology Co., Ltd., Suzhou, Jiangsu, 215628, China

Abstract

Against the backdrop of intensifying competition in the energy sector and deepening lean management practices, traditional extensive
administrative management models have become inadequate for modern enterprises. This study examines Huaxin Yongnan Energy
Technology Co., Ltd., an LNG production and operation company, to analyze industry-specific challenges and operational demands in
administrative management. Based on this analysis, the paper systematically proposes refined implementation strategies and concrete
measures for office administrative management through five core modules: process systems, asset space optimization, meeting
activities, cost budgeting, and information communication. A supporting implementation framework is also established. The research
aims to transform corporate administrative management from passive cost centers to proactive value centers, providing robust
administrative support for ensuring safe production, enhancing operational efficiency, and supporting the realization of corporate
strategic objectives in LNG enterprises.
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office administration; refinement; LNG energy enterprises; process optimization; value creation
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