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This research aims to highlight the pivotal role of digital transformation in re-engineering and
developing the tasks of the "official file and document clerk,” and to analyze the impact of this
development on the overall quality of administrative performance in government institutions. The
research adopted a descriptive-analytical approach to review previous literature and studies, and
to assess how Electronic Document Management Systems (EDMS) and workflow automation have
transformed this role from a routine administrative task relying on manual effort into a knowledge-
based function requiring technical skills in data management, digital indexing, and information
security. The research focused on measuring performance quality indicators such as speed of
completion, accuracy, cost reduction, and procedural transparency.

The research reached a number of key findings, most notably a strong positive correlation between
the application of digital transformation solutions in document management and improved
administrative efficiency and effectiveness indicators. This has contributed to eliminating the
phenomenon of "lost files" and significantly reducing transaction cycle times. However, the results
also revealed significant challenges hindering this transformation, including resistance to change
from some staff members, a lack of specialized training programs, and weak integration between
legacy and new technological systems. Accordingly, the research recommended the need to
restructure job titles, adopt comprehensive change management strategies, and provide continuous
and intensive training for employees to ensure optimal investment in digital technologies and

enhance the quality of government outputs.
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