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Purpose: The study examines digitalization literature on office administration efficiency in 

firms from management, marketing, finance, and accounting in Jordan Companies. 

Theoretical framework: The questionnaire regularly compliments Digital Transformation (DT) 

on Office Management Efficiency (OME) contributions. Participants say digitalization improves 

job effectiveness, validating the findings. The concepts were supported by multiple questions. 

Design/methodology/approach: We focused our analysis on 34 research papers related to DT 

and OME for the period from 2017 to 2024. Based on bibliometric analysis, this paper highlights 

the prevailing trend of current study in the field of DT and OME, by providing a detailed 

bibliometric analysis of the research trend and development for the last eight years, due to the 

increasing reliance on DT, including investigating the countries, journals and keywords of the 

research. 

Findings: Statistical data and participant answers reveal that DT improves OME across 

disciplines. Results show digitization's advantages and how digital tools, and technology have 

enhanced production. 

Research, Practical & Social implications: DT may boost organizational efficiency. A key 

benefit of DT for office administration is automation. Automation may save workers time and 

allow them to focus on important duties. Technology like robotic process automation may 

reduce human labor and boost production. Digital technology can streamline processes, 

automate tasks, increase communication, and boost performance using data analytics. Businesses 

must prioritize DT to compete and grow sustainably in the digital age. 

Originality/value: Manage documents, communicate, schedule, and delegate tasks. Digital 

platforms help office managers streamline, collaborate, and accomplish tasks on time. Finaly, 

this study provides evidence of the lack of interest in the impact of DT on office management. 

Finally, the data analysis identifies several potential research issues to be investigated in relation 

to this relationship, which serve as an area for future research.  
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1. Introduction: 

As a result of the fact that technological improvements have made it possible to improve 

communication, boost productivity, and simplify operations, they have had a significant 

influence on office administration. The following is a list of some of the numerous ways in 

which the use of technology in the workplace is essential to the administration of an office; 

Changes in the way individuals communicate with one another in the workplace have occurred 

throughout the course of time because of developments in communication technologies. Using 

project management tools such as Asana, Trello, or Jira may enhance the organization, planning, 

and monitoring of these endeavors. By doing so, we can keep the efforts on track and avoid 

squandering valuable resources (Alnujaimi et al., 2022; Hussein et al., 2023). Document 

management systems (DMSs) have largely supplanted paper-based solutions for managing 

documents. Many tedious administrative tasks, such as the creation of reports, the organization 

of budgets, and the scheduling of meetings, have been made feasible by technological 

advancements, which have made it possible to be automated. If you automate common chores, 

you may be able to save time and effort (Hussein et al., 2024). Zapier and Microsoft Power 

Automate are two examples of workflow automation tools that are currently available (Salman et 

al., 2021). In addition, technological advancements have had a significant impact on human 

resource management ever since the field of human resource management was first established. 

Some of the processes that are associated with human resources, including onboarding, 

performance reviews, payroll, and benefits administration, are among the many that may be 

automated by using software designed specifically for human resources (Al-Janabi, Almado, et 

al., 2024). It is possible that this will help simplify and improve HR procedures. Improvements 

in technology have made it possible for office managers to collect and analyze data, which has 

resulted in an increase in their level of knowledge. Applications such as Tableau and Power BI 

are two examples of programs that provide business intelligence. The ability of these 

technologies to assist in the display of data and the extraction of insights may be of assistance in 

the process of making strategic decisions (Flayyih et al., 2024). Cybersecurity is rapidly 

becoming an essential component of management as the number of firms that rely on digital data 

continues to rise. The deployment of robust security measures, including firewalls, encryption, 

and multi-factor authentication, is made possible by technological advancements. The use of 

two-factor authentication is still another issue to consider. Several critical areas, including data 

management, communication, collaboration, and security, have profited tremendously from 

technology developments in office administration. These advancements have been particularly 

beneficial. Office managers who are now in charge of their companies are required to embrace 

these technological developments if they want to maintain their competitive edge and meet the 

ever-evolving requirements of their companies. "The Impact of DT on OME" delves at how 

various technological developments may make administrative jobs more efficient for various 

kinds of companies. Digital technologies, such as communication tools, data analytics, 

automation, and robotic process automation are highlighted for their ability to boost workplace 

operational efficiency and productivity (Al-Janabi, Hussein, et al., 2024). Findings suggest that 

DT's ability to automate tasks, streamline operations, and provide real-time data aids in bettering 

resource allocation and project priority. As a result, the organization's efficiency is enhanced. On 

top of that, the study looks at how digitalization is influencing office administration and provides 

recommendations on how digital solutions may be enhanced in this field.  
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Given that office administration is a significant problem in modern corporations, the 

emphasis of this research is on the influence that digitization has had on the efficiency of office 

administration. This will be the subject of our discussion since it is both pertinent and up to date. 

Companies from several sectors are interested in this phenomenon while trying to solve digital 

age difficulties. DT is essential for contemporary firms, and the article emphasizes how it may 

enhance human resource management, automation, project management, document processing, 

and communication. The survey could not be more pertinent at this moment in time given the 

fact that many businesses are either beginning or intending to begin DT programs. Many 

businesses have been compelled to adjust to the new technological landscape that has emerged 

in recent years. Many businesses have been able to increase output and streamline their 

processes because of the digital transition. The emergence of digital tools and platforms has had 

an impact on Office Management (OM), replacing traditional methods of managing data, 

communications, and tasks. The prospective benefits of DT in office administration have not 

been thoroughly investigated in relation to its impact on business productivity. While some 

studies have examined the ways in which digital technologies enhance productivity and 

cooperation, additional research is necessary to ascertain the impact of these technologies on 

OM practices. This research examines the ways in which DT affects OM in an effort to address 

this knowledge gap. The primary objective of this investigation is to determine the extent to 

which technology is impacting the field of office administration. These insights can be obtained 

by examining the ways in which businesses utilize digital platforms and technologies to optimize 

operations, improve communication, and manage data. This investigation explores the numerous 

methods by which the digital revolution is influencing the efficiency of OM. Interviews, case 

studies, and surveys will be implemented to implement both qualitative and quantitative 

methodologies. Firms must initially identify significant trends and best practices to enhance 

office administration operations and increase efficiency with technology. The study's 

recommendations are advantageous to businesses that are interested in improving their 

operations through technology. These recommendations contribute to our understanding of the 

potential impact of DT on the efficacy of office administration. This study's insights on an 

essential subject may be beneficial to organizations that are transitioning to a digital business 

environment, as it may result in greater research and more informed decisions. So, the main 

Question of the Study is: What is the current state of the literature on digitization in connection 

to various aspects of OME in firms, including management, marketing, and finance and 

accounting, up to 2022? The study's main objective is to review all business and management 

DT research. This study provides a framework for current research, highlights trends, and 

reviews recent DT research strands and concerns. Determine how business and management 

literature portray these topics' thematic evolution. We offer these research questions: How has 

DT evolved in management and business? Is there a list of DT issues in management and 

business literature? DT's impact on management and business is examined here (Heavin & 

Power, 2018). The study contributes to management and business DT research by detailing its 

evolution. Within a synergistic framework, major results are presented. Given the present state 

of the issue, the framework may provide a good basis for additional research, analysis, and 

discussion. The paper is arranged this manner. DT is defined and distinguished from related 

terms in the next section for clarity. This section has 2. literature review. Section 3 describes the 

Methodology. Parts four and five reveal the study's results. Finaly, we conclude the work, assess 

its limitations, and plan future research.  
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2. Literature Review: 

Before discussing the conceptual evolution of DT research in management and business, 

it is necessary to separate DT from other related ideas that are commonly used interchangeably. 

First comes digitization, then digitalization, then DT. The Gartner IT Glossary defines 

digitalization as becoming digital. Digitalization is the automation of activities using information 

technology (Hess et al., 2016). The turn of the century saw digital cellular networks, storage, 

mobile phones, data processors, and distributed computing. Translation of digital data into 

digital form follows digitization. Digitalization requires workplace communication and 

collaboration to adapt to the use of digital technology and data, both digitized and natively 

digital, to generate revenue, improve operations, and replace or alter corporate processes. 

Baptista et al. (2020) explored how DT-related organizational changes affect workplace 

technology. Bartsch et al., (2021) evaluated leadership and distant work efficacy during the 

COVID-19 pandemic. Based on their research on digital skills and occupations, Bejakovic & 

Mrnjavac (2020) recommended government-funded digital literacy initiatives. According to 

Benlian & Haffke (2016), CEO-CIO understanding improves collaboration in many ways. 

Bouncken et al. (2021) researched essential topics and produced a conceptual matrix to examine 

how digitization affects company business models. Cennamo and Marchesi (2020) examined 

how digital technology dissemination changes boundaries, processes, structures, roles, and 

relationships. Chierici et al. (2021) studied how DT affects small creative firms' social 

innovation capital. This change requires digital resources, technology, and relationships with 

internal and external stakeholders to fulfill objectives. Precision medicine will change global 

healthcare, welfare, and institutional and commercial economic frameworks, according to 

Denicolai & Previtali (2020). Dengler and Matthes (2018) studied the implications of the digital 

revolution on the labor market in 2018, focusing on Germany and automation. A leading 

Chinese construction equipment company was studied for DT. The four-stage slack 

redeployment strategy for chief information officers, developed by Du et al., (2016) is supported 

by technology. Eden et al., (2019) stressed the need of extending, intensifying, and rejuvenating 

workforce transformation at an Australian healthcare service. These technologies help manage 

the digital workforce transformation and overcome its many challenges. Ekman et al., (2020) 

employed embeddedness to study how multinational firm headquarters and subsidiaries handle 

digital change in 2020. The authors believe Faik et al., (2020) institutional theory-based model 

of information technology and social transformation is increasingly relevant given the ongoing 

digital revolution. Forcadell et al., (2020) suggest that corporate sustainability and digitalization 

may help banks modernize. This is done via hiring and growing resources. Based on their 

research on managers' and workers' digital knowledge and abilities, Gfrerer et al., (2021) created 

a methodology to assess a company's DT readiness. Fischer et al. (2019, 2020) examined DT 

and business process management. Gray et al., (2013) examined the benefits of IT for businesses 

and the ecosystem. They analyzed a hospital case study. Hanelt et al. (2021) focused on 

organizational transformation while creating DT research criteria. Gerth and Peppard (2016) 

examined the causes of chief information officers (CIOs) leaving their jobs and how CEOs and 

CIOs may prevent this. Goh & Arenas (2020) examined how information technology skills may 

reduce public organization compromises to settle conflicts. This showed how IT affects 

company capacity. Hughes & Vafeas (2019) examined how digital disruption affects marketing 

communications. They studied agency-client value co-creation. Jammulamadaka, (2021) 

explored reverse mentoring's cognitive and capability benefits for organizational growth. Using 

examples from diverse organizations, Guinan et al., (2019) showed how digital leaders apply 

these tactics to improve company performance. I.S. and corporate leaders actively participated in 

two public sector groups. Hansen et al., (2011) proposed information system management 

theories. 
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 The assumptions included changing the company's digitalization strategy, assessing IT 

strategies and collaborative patterns, and creating new ones. Tronvoll et al. (2020) used 

discovery-oriented theories-in-use to explore strategic organizational changes that allow digital 

servitization in manufacturing. In 2020, Wrede et al. (2020) examined the roles and variables 

that allow senior leaders' DT. Dong (2019) used digital innovation and dynamic capacity 

research to study Dutch digital entrepreneurship longitudinally. The ever-changing market and 

rising affluence affected industrial businesses' market information sources, according to Endres 

et al., (2020). Karimi & Walter (2015) focused on habits and skills in technology adoption. Liu 

et al. (2011) introduced a paradigm that aligns external capability fit, internal capability fit, and 

external resource fit concurrently, improving resource fit literature. Michaelis et al. (2021) 

broadened dynamic capabilities research by addressing DT value production and appropriation, 

resource allocation, fungibility, and environmental change. Sousa-Zomer et al. (2020) developed 

a DT capacity and firm performance theory using DT and dynamic capabilities research. 

Pelletier and Cloutier (2019) explored how entrepreneurs, IT professionals, and social support 

workers see IT issues in a service ecosystem. Trantopoulos et al. (2017) showed how IT and 

external information sources boost knowledge absorption for process innovation performance. 

However, Vial (2019) proposed dynamic capabilities as a theoretical framework for analyzing 

how organizations might use DT for strategy renewal. Wiesboeck et al. (2020) studied IT skills 

in the context of digital product and service improvements. Warner and Wäger (2019) nine 

micro-foundations of the process model illuminate the broad contingencies that help or hinder 

DT dynamic skill development. A model of consumer behavior by Bassano et al., (2017) 

revealed a new information production and technology-based communication effect factor on the 

consumer-purchasing process. Fritze, Eisingerich, & Benkenstein (2019) used one scenario-

based online experiment and one quasi-experimental field study to examine the endowment 

impact of digital services and whether clients build instant possession attachment in electronic 

commerce. Hagberg et al. (2016) researched retail digitalization and established a theoretical 

framework to better comprehend retailer-consumer interaction changes. Institutional 

perspectives may help explain digital innovation and transformation (Hinings et al., 2018). 

Hansen and Sia (2015) examined a European sportswear company's effective omnichannel 

selling. Company overcame DT difficulties. Hazee et al. (2020) evaluated smart mobile device 

and app customers' and peer service providers' perceived hurdles. Hofmann et al., (2020) 

examined robotic process automation from a comprehensive and systematic approach and 

identified four distinguishing traits, providing advice and a focus for future research. Martinez 

(2019) showed how certain manufacturers integrate digital components. Jean, Kim et al., (2020) 

developed and evaluated a theoretical framework to improve global customer-supplier relations 

throughout the digital revolution. Nasiri et al., (2020) studied digital supply chain edge 

techniques. They also explored how digital company transformation may promote smart 

technologies for relationship performance. Richard, et al. (2021) developed a project portfolio 

management method that uses business process analysis to guarantee all projects are valuable 

and strategically aligned with Industry 4.0 goals for manufacturing businesses. Sabri et al. 

(2018) state that the approaches of process and product innovation were the driving factors 

behind DT and the quick adoption of supply chain technology solutions. This is according to the 

findings of the researchers. Using both theoretical and empirical research methods, Galindo-

Martin et al., (2019) performed an analysis into the impact that digital technology and digital 

dividends have on the entrepreneurial endeavors of individuals. Gastaldi et al., (2018) state that 

the use of digital technology has the potential to address the exploration-exploitation problem 

that is faced by healthcare organizations throughout time. Guenzi & Habel (2020) described 

sales process analysis. Efficiency and effectiveness goals and digital responses were set for each 

step. Modern firms face new paradoxes and challenges in establishing, developing, and 

dissolving strategic alliances. 
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 He et al., (2020) urge multidisciplinary debate and theoretical issues. Kohli & Johnson 

(2011) examined who should lead the DT effort and how the CIO implements a digital strategy. 

Nambisan et al., (2019) investigated how digital infrastructures, platforms, and technologies 

influence innovation and entrepreneurship at various levels, sectors, and countries. One of the 

challenges that needed to be addressed was the ability to collect and analyze information about 

the digital agricultural revolution. The North et al., (2020) proposed the use of project-based 

learning as a method for aiding small and medium-sized businesses (SMEs) in adjusting to 

changing market circumstances and making use of digital technology. By the year 2020, 

Schaarschmidt and Bertram conducted research to determine whether it would be possible to 

boost staff engagement and positive process deviation via the use of intelligent investments in 

new digital technology. Correani, et al. (2020); Gurbaxani & Dunkle (2019), Hess et al. (2016); 

McGrath & McManus (2020); Rane et al., (2019), Schallmo et al., 2019b, 2019a, Sebastian et 

al., (2017); Teubner & Stockhinger (2020) have examined the need for DT in companies. Wang, 

et al. (2019) investigated if DT approach might boost organizational performance. Wiesboeck 

and Hess (2020) used digital innovation research to establish a technology-driven connecting 

framework for company embedding. 

 

3. Methodology: 

Data and Information Source: 

This study uses bibliometric methods to analyze the literature on DT and OME. We 

applied bibliographic methods as quantitative tools to the bibliographic data. This method 

originated as a tool for analyzing previous studies (Al-Jubouri et al., 2017). Journal articles on 

DT and OME were retrieved mainly from the Scopus database, using the following search 

formula in the approach "TITLE-ABS-KEY (Digital Transformation and Office Management 

Efficiency)" which is an important data source for obtaining scientific articles in the literature 

review at the present time, based on the keywords of the published articles, the bibliometric 

study revealed the most important published topics amounting to 34 articles that investigated this 

topic within specific places in the article that included "Title-Abs-Key" (Digital And 

Transformation And & And Office And Management And Efficiency) And (Limit-To 

(Exactkeyword, "Digital Transformation") or Limit-To (Exactkeyword, "Information 

Management") or Limit-To (Exactkeyword, "Office Buildings") or Limit-To (Exactkeyword, 

"Artificial Intelligence") or Limit-To (Exactkeyword, "Decision Making") or Limit-To 

(Exactkeyword, "Digital Technologies") or Limit-To (Exactkeyword, "Human Resource 

Management") or Limit-To (Exactkeyword, "Facilities Management") or Limit-To 

(Exactkeyword, "Efficiency") or Limit-To (Exactkeyword, "Digital Devices") or Limit-To 

(Exactkeyword, "Digital Tools") or Limit-To (Exactkeyword, "Data Mining") or Limit-To 

(Exactkeyword, "Data Analytics") or Limit-To (Exactkeyword, "Big Data")). Figure 1 shows a 

plan for bibliometric analysis. 



 

 

 

 

 
Journal of Economics and Administrative Sciences 

2024; 30(142), pp. 645-661 
P-ISSN 2518-5764 

E-ISSN 2227-703X 
   

  

566  

 

   

 

 

 

 
Figure 1. Bibliometric analysis plan (see... Al-Khoury et al., 2022; Flayyih, et al., 2024). 

 

4. Results: 

Over the past eight years, a total of 34 research articles have been published (see Figure 

2). As of 2017, this period cannot be considered the date of the first known publication, but there 

are studies published before this date, but we found large gaps between the years, starting from 

2017 to 2024, which are the years of continuous publication according to Scopus data. An 

increase in indexed publications was observed in 2024, due to the increasing interest of 

companies in DT. In 2017, the number of published articles was only one, while in 2024, the 

number of indexed studies was 10. The annual number is expected to continue to increase. 

However, most of the publications were open access and available to anyone in the Scopus 

database. The results also showed that the articles used in this study were published in two 

languages: English (33 articles) and one article in Russian. Figure 2. Annual and cumulative 

number of research studies on DT and OME indexed in Scopus from 2017 to 2024. 

 
Figure 2. Annual and cumulative number of research studies on DT and OME for the period 

2017-2024. 
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As for the distribution of research studies in different countries, Figure 3 shows the 

number of the top four countries in the world that are most interested in the field of DT and 

OME. It is noted from Figure 3 that China is at the forefront of countries that are interested in 

the field of DT and OME, followed by Italy, then Russia and then the United States of America. 

 
Figure 3. Countries most interested in DT and OME. 

 

 
Figure 4. Countries most interested in DT and OME according to the world map. 

 

Table 1. Show just the research studies on DT and OME Distribution for the ten most published 

countries for the period 2017-2024. 
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Table 1. Distribution of research studies on DT and OME for the ten most published countries 

for the period 2017-2024. 

COUNTRY Number Ratio 

China 6 23.08% 

Italy 5 19.23% 

Russian Federation 4 15.38% 

United States 3 11.54% 

India 2 7.69% 

Japan 2 7.69% 

Bulgaria 1 3.85% 

Canada 1 3.85% 

Germany 1 3.85% 

Poland 1 3.85% 

 
26 100% 

 

5. Discussion Of Results: 

To get a thorough knowledge of the influence that DT has on the efficiency of office 

administration, this research combines qualitative analysis (literature review and expert 

viewpoints) with quantitative data (survey results). To obtain the authors' viewpoints on the 

benefits of DT, the authors conduct surveys with personnel who are directly engaged in office 

administration in order to get exact data. A presentation of the findings accompanied by 

evidence The study makes use of descriptive statistics, such as mean scores and mode, to 

evaluate the data obtained from the questionnaire. The findings indicate that office managers 

have a favorable outlook on DT. The paper provides convincing evidence that the 

implementation of DT may increase the effectiveness of office administration. Digital change 

may disrupt Office Management (OM) and need new technology and processes, according to the 

study. It also notes that the paper discusses possible difficulties. This highlights the necessity to 

digitally monitor tasks, conversations, calendars, and papers to delegate. This article offers 

advice for firms considering DT. It covers creating digital solutions for administrative tasks, 

overcoming potential obstacles, and best practices. Digitalization is replacing analog methods in 

business, according to Parviainen et al. (2017). COVID-19 has accelerated this occurrence 

(Priyono et al., 2020). Kraus et al. (2021) state that technological transformation (DT) is 

essential to meet the needs of a fast-growing global population. DT's new procedures have 

changed several businesses. These advancements may affect corporate structures. However, 

Hess et al. (2016) warn that organizations that fail to quickly implement DT plans would 

struggle to adapt to the new digital environment. Heavin and Power (2018) say DT emphasizes 

efficiency and efficacy. Andriole (2017); Vial (2019) warn against ignoring the challenges of 

adapting to this new reality. Businesses have trouble executing any change (Barrett & Stephens, 

2016; Deline, 2018) found that 70% of large organizational changes fail. Businesses are 

notoriously slow to change, hence DT is unlikely to be adopted (Wright et al., 2004; Kane et al., 

2015) emphasize that strategy, not technology or technology alone, is what drives DT. 

Numerous studies have shown that DT may be easily adjusted at times of crisis, such the 

COVID-19 epidemic. Digital technology is a threat to both the national economy and individual 

enterprises, according to (Cukusic, 2021, Kar et al., 2019, Manfreda, 2021, Tangi, 2021, Zekic-

Susac et al., 2021) and entrepreneur experiments can help national governments create digital 

nations where citizens, authorities, and businesses live in harmony in a digital society that 

communicates and creates value for everyone. Niche studies are common in DT research. The 

number of annual results publications from numerous disciplines and viewpoints is rising 

rapidly. Because of this, DT is complex and hard to grasp (Hanelt et al., 2021, Hausberg, 2019). 

Given the foregoing, academics from accounting, marketing, entrepreneurship, and 

manufacturing are studying DT and its evolution.  
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Early topic evaluations also show high expectations. Knudsen (2020) researched 

digitalization in accounting, evaluated how digital technologies help creative industries develop 

their business models in a thorough literature review. Review scope is limited to a few important 

management and business areas. The evaluations haven't worked out how DT has evolved in 

management and business. Scientifically, DT research is in its infancy (Chanias, et al., 2019), 

and studies are excessively optimistic (Kar et al., 2019). 

Schwarzmueller, et al. (2018) say it promotes online business. A corporation undergoes 

DT when digital technology pervades all activities and procedures (McGrath and Maiye, 2010; 

Vial, 2019a). This fundamentally alters the company's operations and customer value. Some 

researchers (Vial, 2019b;) claim that DT drastically changes how firms operate and what they 

sell. Businesses of all sizes and sorts will soon have to adopt new, maybe unfamiliar methods 

(Benjamin and Potts, 2018). This must happen rapidly, argue Kane et al. (2015). Leadership, 

culture, mindsets, risk attitudes, new working techniques, technology, and a willingness to 

accept uncertainty and change must change for DT to succeed (Kane et al., 2015). According to 

Heavin and Power (2018), digital technologies like as analytics and machine learning have the 

ability to deliver an endless number of organizational options and better efficiency. This is a 

proposition that has been put up by the authors. DT has been advocated by highly regarded 

consulting firms like as McKinsey and Boston Consulting; nonetheless, there is growing concern 

over the hazards associated with it. O'Halloran & Griffin (2019); Royakkers et al. (2018) provide 

an emphasis on the social and ethical challenges that are associated with adequate DT treatment. 

According to the available literature, research in the subject of DT is trying to stay up with the 

most recent developments and trends, which is an indication that the discipline is prospering. DT 

is not widely accepted by the public (Knudsen, 2020; Kraus et al., 2019; Schallmo, 2019b; 

Schallmo, 2019a). Table 1 summarizes the DT definitions from this investigation's management 

and business sources. 

 

6. Conclusion: 

The study examines digitalization literature on office administration efficiency in firms 

from management, marketing, finance, and accounting up to 2022, selects main study subjects, 

and specifies the research goal. The questionnaire regularly compliments Digital Transformation 

(DT) on Office Management Efficiency (OME) contributions. Participants say digitalization 

improves job effectiveness, validating the findings. The concepts were supported by multiple 

question mean scores and mode of 5. Statistical data and participant answers reveal that DT 

improves OME across disciplines. Results show digitization's advantages and how digital tools, 

and technology have enhanced production. DT may boost organizational efficiency (Smith, 

2018). A key benefit of DT for office administration is automation. Jones (2017) says 

automation may save workers time and allow them to focus on important duties. Technology 

like robotic process automation may reduce human labor and boost production. Digital 

technology can streamline processes, automate tasks, increase communication, and boost 

performance using data analytics. Businesses must prioritize DT to compete and grow 

sustainably in the digital age. Digitalization may disturb Office Management (OM). Manage 

documents, communicate, schedule, and delegate tasks. Digital platforms help office managers 

streamline, collaborate, and accomplish tasks on time. Better still, DT may provide office 

managers with real-time data to allocate resources, prioritize projects, and evaluate 

effectiveness. Data analytics helps office managers identify and address operational 

inefficiencies. Organizations must evaluate how DT affects office administrative efficiency to 

compete in today's fast-paced business climate. Understanding how digital technology may 

improve workplace productivity and simplify operations can help firms grow. This report may 

help organizations start their DT by outlining office administration digital solution adoption best 

practices and problems. 
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