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The shift towards digital correspondence is one of the most prominent aspects of
digital transformation in the government sector, where electronic documents and
digital platforms are replacing traditional paper correspondence to increase
efficiency, reduce time and costs, and enhance transparency. This transformation
occurs within a broader context that seeks to simplify procedures, improve the
quality of services provided to citizens, and achieve environmental sustainability by
reducing reliance on paper. With this rapid transformation, the need has arisen to
redefine traditional job roles, especially that of the document clerk, who is no longer
limited to drafting and recording correspondence, but is now responsible for
accurately entering data, verifying its validity, and interacting with digital document

management systems.

In this context, the document clerk plays a pivotal role in the success of digital
transformation, as they serve as a link between administrative procedures and the
technological infrastructure. Keeping pace with technological developments by
acquiring skills in using content management systems, electronic signatures, and
digital archiving directly contributes to ensuring the security, speed, and accuracy of
information. Furthermore, their awareness of the importance of maintaining data
confidentiality and the integrity of digital documents enhances the reliability of the
administrative system as a whole. Therefore, developing the skills of the document
writer and empowering him digitally is not an administrative luxury, but an
inevitable necessity to ensure a smooth and safe transition from the paper

environment to the digital environment in government work.
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