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Research on Office Workflow Reengineering and Efficiency Promotion with
"Three Services” as the Core

Kang Junxin
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Abstract : This paper aims to solve the current office work process redundancy, lack of coordination and other
issues, so as to improve office service quality and work efficiency. First of all, the "three services" as
a starting point, in order to clarify the value of office work orientation. Secondly, the paper analyzes
and explores the relationship between BPR and efficiency improvement, and points out that BPR can
support the path of efficiency improvement, and efficiency improvement can guide BPR. On this basis,
some measures are put forward, such as simplifying the approval nodes to shorten the processing
cycle, optimizing the OA system to strengthen cross—system collaboration, dividing the work scene to
optimize the process standards, perfecting the feedback mechanism to promote the dynamic process
optimization. The research shows that promoting BPR with "three services" as the core helps to break
the bottleneck of office work efficiency, realize the intensification of office work process and maximize
efficiency, and help the office to fully perform its service functions.
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