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This research aims to highlight the vital and evolving role of the records clerk in modern
institutions, analyzing their effective contribution to maintaining the physical and intellectual
integrity of official documents and expediting their retrieval. The research employs a descriptive-
analytical approach, reviewing literature related to document and archive management and
analyzing the field practices of records clerks in both traditional and digital environments. It also
addresses the professional and personal competencies required of records clerks, examines the
impact of modern archiving tools on the efficiency of preservation and retrieval, and identifies the

most significant challenges they face in the context of digital transformation.

The research yielded several key findings, most notably that the technical proficiency of records
clerks in classifying and indexing documents is directly correlated with the speed and accuracy of
information retrieval, which positively impacts the speed of institutional decision-making. The
results also revealed a digital skills gap among some traditional records clerks, necessitating their
retraining and development on electronic document management systems. In light of this, the
research recommended the need to update the job descriptions for file writers, provide continuous
training programs in information security and digital archiving, in addition to providing an
integrated physical and technical work environment that ensures the utmost safety of official

documents and facilitates the flow of the organization’s information.
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