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Abstract

Office administrative staff form a critical component of the administrative management system, tasked with coordinating stakeholder
relationships and serving the public. Amid ongoing administrative reforms, improving their work efficiency has become pivotal to
enhancing overall administrative performance. However, persistent challenges in workflow methods, information processing, and
communication coordination continue to hinder efficiency gains. This study examines the daily operations of administrative personnel as
a starting point, analyzing the significance and strategies for improving office administrative efficiency through archival informatization.
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