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Abstract

The position of administrative clerk in the municipality in light of the digital
transformation requires a set of advanced skills to ensure efficient performance and
speedy completion of transactions, as familiarity with digital technologies has
become a basic necessity. These skills include the ability to use electronic
document management systems, office automation programs, and deal with
databases effectively to ensure the accuracy of information and ease of retrieval.
The job also requires skills in effective communication via email and digital
platforms, in addition to the ability to analyze data and make decisions based on
the available information. With the continuous development of technology, the need
for cybersecurity skills to protect sensitive data is increasing, as well as critical
thinking and problem-solving skills to ensure that administrative processes adapt

to continuous digital changes.
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