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This research aims to review and analyze the pivotal role of the administrative writer in organizing
daily operations and managing correspondence within modern organizations. Their role is no
longer limited to routine clerical tasks but has expanded to include managing information flow and
organizing digital archiving. The research employs a descriptive-analytical approach, reviewing
literature related to administrative sciences and office management, and analyzing the practical
realities of administrative writers' practices in light of rapid digital transformation. The research
also addresses the challenges facing this job category and the impact of their competence on the
speed of decision-making and the accuracy of administrative outputs, highlighting the gap between

traditional skills required and the modern digital skills demanded by contemporary work.

The research arrives at a number of key findings, most notably that the writing and organizational
competence of the writer is directly linked to the overall efficiency of the organization, and that
there is a clear deficiency in the ongoing training and development programs offered to this
category. Accordingly, the research recommended the need to restructure the titles and job
descriptions of the administrative writer to align with the concept of the "mini-information
manager," adopt advanced digital document management systems, and design training programs
that focus on digital skills and applied artificial intelligence, which ultimately ensures increased
efficiency in administrative correspondence, faster completion, and preservation of institutional

memory.
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