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Abstract

This research aims to examine and analyze the impact of digital transformation on the duties of
administrative clerks and their role in enhancing administrative operations within both government
and private sector organizations. The study employs a descriptive-analytical approach, utilizing a
comprehensive review of existing literature and prior studies alongside an analysis of current
administrative practices amidst rapid digital transformation. It explores the shift of traditional
clerical duties—moving from routine paperwork to advanced digital tasks such as electronic
document management, the use of content management systems, digital communication, virtual
meeting coordination, and database management. Furthermore, the research investigates how this
transformation contributes to improved administrative performance efficiency, reduced

operational costs, and accelerated information flow across various departments.

The study yields significant findings, most notably that digital transformation has led to a radical
re-engineering of the administrative clerk’s role; traditional manual tasks have declined sharply,
replaced by technical functions requiring advanced digital skills. The results also demonstrate that
organizations adopting digital transformation in their administrative operations have achieved
marked improvements in transaction processing speed, data accuracy, and procedural
transparency. In light of these findings, the research offers strategic recommendations focusing on
the necessity of developing training programs for administrative clerks, upgrading technological
infrastructure, establishing clear digital data management policies, and fostering a culture of digital
transformation within organizations to ensure the success of comprehensive administrative

development.
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