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Abstract

The efficiency and performance of the typist are essential elements in administrative
work environments. Improving the performance of this employee contributes to
accelerating data entry, document copying, and printing official transactions
accurately and quickly. This positively impacts the user experience by reducing
waiting times and increasing the accuracy of outputs. This also leads to an increase
in the overall productivity of the organization by improving workflow, reducing
human errors and duplication, and enhancing the efficiency of file and
correspondence management, especially in government institutions such as
municipalities that rely heavily on paper and electronic documents to manage their
daily affairs. This makes investing in developing the typist's skills and updating his

tools a strategic necessity to improve the quality of services provided to citizens.
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