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Abstract

This research aims to analyze the impact of digital automation on the nature and
effectiveness of secretarial tasks in the mayor's office, given the increasing shift
towards using electronic systems for managing correspondence, scheduling, and
documenting decisions. The research employed a descriptive-analytical approach,
including a literature review and interviews with secretaries and administrative
officials in several municipalities, to understand the changes occurring in the

traditional roles of secretaries.

The results showed that digital automation significantly reduced the time spent on
routine tasks (such as printing, filing, and sending correspondence) by up to 60%,
and also enhanced the accuracy of documentation and the speed of response.
However, the study revealed challenges related to a digital skills gap among some
secretaries and their difficulty adapting to new systems, indicating a pressing need

for targeted training programs to enable them to perform more strategic roles.
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