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Abstract

Filing clerks are a hidden pillar that contributes to the smooth running of
administrative work within municipalities. They are responsible for organizing,
classifying, and storing sensitive documents that constitute the legal and
administrative basis for all municipal transactions. With the increasing volume of
data and the complexity of procedures, relying on individual expertise or traditional
methods is no longer sufficient to ensure accurate archiving and rapid retrieval.
Hence, the role of training and professional qualification emerges as a crucial factor
in developing the skills of these employees, whether in terms of mastery of electronic
archiving systems, understanding confidentiality principles, or adhering to quality
standards in records management. This directly impacts the efficiency of

administrative workflow.

Investing in the training of filing clerks not only improves the accuracy and speed
of transaction processing, but also reduces administrative errors, lost documents, and
duplication of entries all of which undermine service quality and erode citizen
confidence in the institution. When employees are trained to use unified digital
systems and are exposed to best practices in records management, they transform
from a "bureaucratic barrier" to a "partner in improving quality." Therefore,
developing the skills of archiving staff through ongoing training programs is a
strategic step toward enhancing transparency, reducing service time, and increasing

citizen satisfaction with municipalities' administrative performance.
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