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Abstract

The administrative writing function plays a vital role in supporting the efficiency of
administrative work by organizing and documenting transactions, preparing reports,
and drafting official correspondence, which contributes to facilitating decision—
making and achieving smoothness in daily operations within institutions. The
primary roles and responsibilities of the administrative writer are managing files,
archiving documents, and coordinating meetings, in addition to adhering to
organizational procedures that ensure accuracy and transparency in administrative
performance. Modern technological developments, such as document management
systems and electronic archiving, have enhanced the speed and accuracy of
implementing these tasks, which reduces administrative errors and improves overall
productivity. Therefore, the efficiency of administrative writing not only affects the
accuracy and speed of implementing tasks, but also extends to improving the level
of coordination and communication within the institution, which contributes to raising

the level of institutional performance in general.
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