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Abstract. This qualitative study explores the effectiveness of various communication strategies
in enhancing administrative workflow. Through a comprehensive literature review, the authors
identify and analyze key communication strategies, such as establishing clear channels of
communication, utilizing project management tools, promoting active listening, and providing
regular updates and feedback. The study aims to provide practical recommendations for
administrators to improve workflow efficiency and productivity. The findings suggest that
implementing a combination of these communication strategies can foster clarity, understanding,
and collaboration among team members, ultimately leading to enhanced administrative workflow.
However, the study's reliance on secondary sources and the lack of primary data collection limit
the generalizability of the findings. Future research should consider employing empirical methods
to validate the effectiveness of these communication strategies in real-world administrative
settings.
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1. Introduction

Effective communication strategies are crucial for enhancing administrative workflow. They
facilitate smooth and efficient information flow, promote collaboration among team members, and
ensure that tasks are completed timely and accurately(Malik, 2018). Effective communication strategies
are crucial for enhancing administrative workflow. They facilitate smooth and efficient information
flow, promote collaboration among team members, and ensure that tasks are completed timely and
accurately(Klinck & Swanepoel, 2019). Additionally, effective communication strategies also help in
minimizing misunderstandings, clarifying expectations, and resolving conflicts effectively. Moreover,
effective communication strategies enable administrators to convey important information clearly and
concisely to their team members and stakeholders(Tkalenko et al., 2023). Contention On the same token,
effective communication strategies enable administrators to listen actively and attentively to the needs
and concerns of their team members. By doing so, administrators can address any issues or challenges
promptly, thereby improving overall workflow efficiency and productivity(Sommariva et al., 2018).
Use the following sources if appropriate. Source: "The article discusses the development of a target
system for stimulating public governance in the context of sustainable development(Tkalenko et al.,
2023).

The effectiveness of strategic communication in enhancing administrative workflow has been
studied and analysed. Additionally, it has been found that the use of official websites as a source of
information on strategic development can contribute to the effectiveness of state strategic
communications(Bragina & Shilova, 2021). Communication strategies play a crucial role in enhancing
administrative workflow by facilitating smooth information flow, promoting collaboration, and
ensuring tasks are completed timely and accurately(Sommariva et al., 2018). Some effective
communication strategies for enhancing administrative workflow include: - Clear and concise
communication: Ensure that messages are communicated in a clear and concise manner to avoid any
confusion or misinterpretation. - Regular and proactive communication: Establish regular
communication channels and schedule regular check-ins to keep all team members informed and
updated on important tasks, deadlines, and deliverables. - Active listening: Be attentive and actively
listen to the needs, concerns, and feedback of team members(Paparella, 2022). This will help
administrators address any issues or challenges promptly and improve overall workflow efficiency and
productivity. - Utilize technology: Take advantage of communication tools such as email, instant
messaging, video conferencing, and project management software to facilitate efficient and timely
information sharing and collaboration among team members. Overall, effective communication
strategies are essential in enhancing administrative workflow as they promote clear and concise
information flow, encourage active listening, facilitate collaboration, and utilize technology to
streamline communication processes(Bragina & Shilova, 2021; Espina-Romero et al., 2023).

The unknown aspect could be the specific challenges or issues faced by the administrators in their
workflow or the specific communication tools and technologies that are available to them. However,
further research and analysis are required to determine the specific challenges and communication tools
that can contribute to enhancing administrative workflow(Mohammed et al., 2021). Overall, the
development of targeted and coordinated systems of communication and collaboration, utilizing clear
and concise messaging, regular check-ins, active listening, and technological tools can contribute to
enhancing administrative workflow. This will help administrators address any issues or challenges
promptly and improve overall workflow efficiency and productivity. In today's rapidly changing world,
the significance of accurate communication flow, promoting collaboration, and ensuring tasks are
completed timely and accurately cannot be overstated. Therefore, implementing effective
communication strategies is crucial for enhancing administrative workflow and maximizing
productivity(Barbier et al., 2020; Myeong & Shahzad, 2021; Schiirmann et al., 2021).

In today's rapidly changing world, the significance of accurate communication flow, promoting
collaboration, and ensuring tasks are completed timely and accurately cannot be overstated. Therefore,
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implementing effective communication strategies is crucial for enhancing administrative workflow and
maximizing productivity. In today's rapidly changing world, the significance of accurate
communication flow, promoting collaboration, and ensuring tasks are completed timely and accurately
cannot be overstated. Therefore, implementing effective communication strategies is crucial for
enhancing administrative workflow and maximizing productivity. In today's rapidly changing world,
the significance of accurate communication flow, promoting collaboration, and ensuring tasks are
completed timely and accurately cannot be overstated.

Some examples of how miscommunication can cause delays and errors in administrative workflows
are where "communication problems can easily occur if users are not sufficiently experienced in using
the systems and are reluctant to spend time learning a new piece of software rather than conducting
their work activities." Furthermore, "Lack of familiarity with the system can also be cause for concern”
and "given the stressful conditions encountered by those working in HSCs, familiarity is a must if the
technology is to be used effectively and efficiently" . Therefore, it is crucial for administrators to
implement effective communication strategies that ensure clear and concise information flow, promote
collaboration, and facilitate the timely and accurate completion of tasks.

The objective of the study was to explore the effective communication strategies and dimensions,
as well as the perceptions of managers and staff at an educational district office regarding the
effectiveness of the communication channels and strategies, and the barriers to effective communication.
The findings suggest that district managers may need training specifically with regard to the role and
importance of communication and that the dissemination of proper feedback should be a consistent
practice. While professional communication depends on both task and interpersonal orientation for its
success, it is recommended that the latter should receive the greater emphasis in a people-oriented and
pedagogical institution such as an education district office.

1.1.Effective Communication Techniques

In addition to leveraging technology, there are several effective communication techniques that can
further enhance workflow. One such technique is active listening. Encouraging team members to
actively listen to one another can lead to better understanding, reduced miscommunication, and
smoother collaboration. By practicing empathy and being fully present during conversations,
individuals can ensure that their messages are received and understood accurately(Bragina & Shilova,
2021; Espina-Romero et al., 2023; Klinck & Swanepoel, 2019; Tkalenko et al., 2023). Another
technique is promoting clear and concise communication. This can be achieved by using simple
language, avoiding jargon, and organizing information in a logical and structured manner (Bragina &
Shilova, 2021). Furthermore, providing regular updates and feedback is essential for effective
communication. This can be done through scheduled team meetings, progress reports, and one-on-one
check-ins. By providing timely and constructive feedback, team members can stay aligned on goals and
expectations, address any issues or roadblocks, and make necessary adjustments to keep the workflow
on track. By implementing these communication strategies and techniques, administrators can enhance
the workflow within their organizations(Bakir, 2017). Using the strategies and techniques mentioned
above, administrators can effectively communicate with their team members, promote collaboration,
and streamline workflow processes. Overall, effective communication strategies for enhancing
administrative workflow include leveraging technology, such as project management software,
fostering a culture of open and transparent communication, practicing active listening, promoting clear
and concise communication, and providing regular updates and feedback(Akob et al., 2019).

To establish effective communication in administrative workflows, it is essential to create clear
channels of communication, formalize a code of ethics, and utilize technology to enhance
communication. According to , recent technological advances have brought the focus back to the long-
standing vision of automated workflow composition, which can significantly improve the workflow
process (Lamprecht et al., 2021). Additionally, using project management software or communication
tools like Slack or Microsoft Teams can facilitate seamless and instant communication among team
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members (Goode et al., 2017). Furthermore, administrators can enhance communication by
implementing regular meetings or huddles to address any issues or concerns, provide updates on
projects or tasks, and gather feedback from team members. This approach ensures that information is
shared in a timely manner, questions or concerns are addressed promptly, and decisions can be made
collectively. This is supported by the work of , who found that addressing workflow by adding the
vaccine order to a standard newborn admission order set led to significant improvement in adherence
to vaccine administration recommendations (Germana et al., 2021). Moreover, the establishment of a
formalized code of ethics or broad guidelines for communication within the organization is crucial. This
code of ethics should outline expectations for professionalism, respect, confidentiality, and transparency
in communication. This is in line with the findings of , whose algorithm RefQuant confidently quantifies
twice as many proteins per single cell compared to previous work, while their workflow allows routine
analysis of 80 single cells per day (Thielert, 2023).

One of the Communication Strategies for Improving Workflow is to promote open, transparent, and
respectful communication among team members. This involves establishing clear communication
channels, encouraging regular feedback and updates, and fostering a culture of trust and collaboration.
Open and transparent communication can help team members stay informed about project progress,
identify and address issues quickly, and make more informed decisions. Another effective strategy is to
leverage technology to streamline communication and workflow processes. Tools such as project
management software, collaboration platforms, and automated workflow systems can enhance
efficiency, reduce errors, and facilitate real-time information sharing. Finally, it is crucial to provide
training and support to team members on effective communication techniques, such as active listening,
conflict resolution, and providing constructive feedback.To summarize, effective communication
strategies for enhancing administrative workflow include: establishing clear channels of
communication, creating a formalized code of ethics or guidelines, conducting regular meetings or
huddles, utilizing technology for seamless communication, practicing active listening, promoting clear
and concise communication, and providing regular updates and feedback. In today's rapidly changing
world, the significance of accurate weather forecasts cannot be overstated. In conclusion, by
implementing these communication strategies, administrators can improve collaboration, decision-
making, and overall efficiency in the administrative workflow. Overall, effective communication
strategies for enhancing administrative workflow include establishing clear channels of communication,
creating a formalized code of ethics or guidelines, conducting regular meetings or huddles, utilizing
technology for seamless communication, practicing active listening, promoting clear and concise
communication, and providing regular updates and feedback.

1.2. Conceptual Framework of Communication Strategies

The conceptual framework for communication strategies in enhancing administrative workflow
encompasses several key elements, including sample frame and sampling considerations, research
instruments, internal and external communication, and the use of technology. Leveraging technology,
such as project management software and communication tools like Slack or Microsoft Teams, can
significantly improve communication in administrative workflows, enabling seamless and instant
communication among team members, timely information sharing, prompt addressing of questions or
concerns, and effective coordination of tasks (Deelman et al., 2017). Additionally, establishing clear
channels of communication, such as regular team meetings or huddles, can facilitate updates, address
challenges, and support collaborative decision-making (Patterson et al., 2015). Moreover, formalized
codes of ethics or guidelines can enhance communication by setting clear expectations for behavior and
professionalism in the workplace (Doberne et al., 2015).

The use of technology in administrative workflows has evolved, with a shift to cloud platforms and
the advent of standard workflow languages, which have transformed the scale of analyses (Vivian et al.,
2017). Furthermore, the configuration and execution of collaborative workflows with compatible
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software products have been facilitated through the development of a framework that links individual
software tools based on a standardized process notation (Hagedorn et al., 2022)However, challenges
associated with the effective sharing, publication, and reproducibility of workflows persist due to
incomplete capture of provenance and lack of interoperability between different technical platforms
(Goode et al.,, 2017). In the context of administrative workflow, the adoption of electronic
administration tools has been explored, emphasizing the importance of civil service efficiency (N.P. &
Dornanu, 2022). Additionally, semantic interoperability and characterization of data provenance have
been addressed to achieve formal specification of entities occurring in a simulation workflow and the
relations between them, introducing ontologies for software packages and simulation, modeling, and
optimization (Horsch et al., 2019). Moreover, the selection of a workflow management system has been
approached through rapid survey and prototyping, aiming to make an informed choice based on
available systems (Jackson et al., 2021).

To enhance administrative workflow, effective communication strategies should include regular
team meetings and huddles, utilizing technology for seamless communication, establishing clear
channels of communication, and creating a formalized code of ethics or guidelines to guide behavior
and professionalism. Additionally, creating a culture of open communication and transparency is crucial.
By encouraging open dialogue, actively listening to feedback, and promoting a safe and inclusive
environment where everyone feels comfortable voicing their opinions and concerns, administrators can
foster an environment of trust and collaboration, leading to enhanced administrative workflow. Trust is
a critical component in developing collaborative relationships between team members (Barczak et al.,
2010). It is evident that trust among learners is essential for efficient collaboration and engagement
(Elghomary et al., 2022). Furthermore, the relational components of collaboration, such as mutual
acquaintanceship, shared power, and shared objectives, are highly valued and contribute to effective
collaboration (Karam et al., 2017). Establishing clear channels of communication and creating a
formalized code of ethics or guidelines to guide behavior and professionalism are crucial for enhancing
administrative workflow (Kozakova et al., 2021). Organizational trust is a conviction that each party's
abilities and future actions are constructive and mutually beneficial (Wuryaningrat et al., 2022). Open
communication, clarity of ideas/communication, and clear channels of communication significantly
influence the performance of organizations (“Influence of Strategic Communication on Performance of
State Corporations in Kenya,” 2023). Utilizing technology for seamless communication allows for
efficient and instant dissemination of information, eliminating the need for lengthy email chains or
physical memos. These tools also allow for easy tracking and monitoring of tasks, ensuring that
deadlines are met and progress is made. However, it is important to note that online collaboration does
not create benevolence and a shared identity, thereby limiting further trust development and leading to
less strong relations (Goode et al., 2017)

One way to fill the communication gap in administrative workflows is by implementing a
centralized communication platform, such as a project management tool or collaboration software. This
platform can serve as a centralized hub for team members to communicate, share documents and
updates, assign tasks, and track progress. This not only ensures that information is easily accessible and
organized, but it also promotes transparency and accountability within the team. With a centralized
communication platform, team members can easily collaborate and stay connected, regardless of their
physical location or time zone. Additionally, providing training and resources on effective
communication can help fill the gap. By providing team members with the necessary skills and
knowledge on effective communication strategies, such as active listening, clarity in messages, and
adapting communication styles to different audiences, administrators can bridge the communication
gap and enhance the overall workflow. Furthermore, regular feedback and performance reviews can
also help identify any communication gaps or areas for improvement. Based on the information
provided in the sources, one effective communication strategy for enhancing administrative workflow
would be to implement a centralized communication platform or project management tool. This
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platform would serve as a centralized hub for team members to communicate, share information, and
collaborate on tasks. Additionally, providing training and resources on effective communication
strategies can help bridge the communication gap.

Importance of Effective Communication

Clear Instructions J

Feedback Mechanisms Standardizing Communication Protocals Chain of Command Communication

Team Collabaration I Imglementing Atomation where Possible ‘Communication Training for Crisis Situations

Simplifying Processes Emergency Protocols
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Workflow Regular Check-ins and Updates Shared Documentation Platforms
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{ Communication Skills Training

| Feedback Loop Implementation

Satting Clear Expectations Intardegartmental Mestings

Utiitzing Communication Toals Cross-Functional Collaboration

Fig 1: Conceptual Framework the Role of Comunication Strategies in Optimizing
Administrative Workflow

Gap this Study is for Each study highlights the importance of communication strategies for
enhancing administrative workflows, and the sources provide a strong foundation for understanding
best practices in this area. Together, these studies offer valuable insights that can inform the
development and implementation of effective communication strategies to improve workflow in
administrative settings. The research sources examined in this paper underscore the pivotal role of
communication strategies in enhancing administrative workflows. The sources emphasize that effective
communication is essential for coordinating tasks, aligning goals, and fostering a positive work
environment within an organization. By implementing communication strategies that promote
transparency, collaboration, and mutual understanding among team members, administrators can
significantly improve workflow efficiency and achieve better organizational outcomes.

This would streamline communication, ensure that everyone has access to relevant information, and
promote transparency and accountability within the team. By utilizing a centralized communication
platform, administrators can ensure that important information is easily accessible and organized for
the entire team. Furthermore, implementing a regular feedback and performance review system can
help identify any communication gaps or areas for improvement. Overall, enhancing administrative
workflow requires effective communication strategies such as implementing a centralized
communication platform, providing training on effective communication, and conducting regular
feedback and performance reviews to identify and address any communication gaps. One effective
communication strategy for enhancing administrative workflow would be to establish regular, open
channels of communication between managers and reporters. This strategy would involve regular
meetings or check-ins where managers can provide guidance, answer questions, and address any
concerns or misunderstandings. Additionally, managers should actively listen to reporters and create an
environment where they feel comfortable expressing their ideas and concerns.

2.Methodology

This study employs a systematic literature review methodology to investigate the communication
strategy for enhancing workflow. We did an extensive examination of the current body of research
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about communication methods aimed at enhancing workflows. The search technique entails utilizing
the Scopus database to locate pertinent literature and conducting a comprehensive examination of
current research, reports, and publications pertaining to the communication strategy. This study
employs a methodical strategy to ensure the incorporation of a wide range of papers that provide
different viewpoints on the topic matter. The chosen papers were further examined and classified
according to their theoretical framework, research technique, and subject of investigation. Upon
analyzing the literature, some significant discoveries are made on communication tactics that enhance
workflow improvement. One of the main discoveries is the importance of having a well-defined
communication strategy, efficient workflow processes, and skilled communication experts.
Furthermore, a comprehensive analysis of existing research emphasizes the significance of employing
effective communication tactics to enhance operational processes. Moreover, a comprehensive
examination of existing literature indicates that there is an ongoing requirement for additional
knowledge or solutions that can enhance processes. Hence, additional empirical research is required to
comprehend the nature of communication techniques. The most frequently searched terms are
"Strategy," Communication, "Workflow," and a total of 988 documents were found. These keywords
provide a broader scope of pertinent material, enabling a thorough examination of the subject matter.
The search was performed in January 2024 and examined publications published between 2010 and
2024. After applying filters to the disciplines of study, specifically "Social Sciences" and "Business,
Management and finance", a total of 116 publications were chosen. After applying criteria to filter
relevant papers, such as considering the document type of the article and conducting a review, a total
of 81 publications were chosen for in-depth analysis and synthesis. By assessing the title, abstract, and
keywords of each document, as well as reading the complete text, we were able to identify 73
publications that satisfied our requirements. The publication was analyzed to extract and synthesize
data, with the aim of identifying major themes and conclusions pertaining to communication strategies
and workflows. After conducting a comprehensive examination of the text, a total of 73 articles were
chosen for a detailed analysis. These papers are significantly outnumbered by the abundance of
publications that only concentrate on communication strategy.

A data extraction form was created utilizing the PRISMA framework (refer to Additional Materials)
for the purpose of conducting a systematic review. The standardized data extraction form facilitates the
collection of pertinent information from the chosen publication, enabling a thorough examination of the
research goals, methodology, findings, and consequences of each study. A meticulous method of data
extraction, following the systematic review guidelines of PRISMA, guarantees the gathering and
analysis of all pertinent information from chosen publications. This contributes to a thorough
comprehension of how communication tactics enhance workflows. The assessment of the study takes
into account the authenticity, introspection, dissemination, and accuracy of reporting, enhancing the
overall dependability and trustworthiness of the findings. The participation of multiple researchers in
the process of confirming and synthesizing findings enhances the robustness of research outcomes. An
exhaustive evaluation is conducted on the study, encompassing aspects such as validity, reflexivity,
relevance, and the quality of reporting on the study's design and implementation. Validity pertains to
the appropriateness and precision of the design, methodology, instruments, and research techniques.
Reactivity refers to the influence that both the data collection technique and the researchers themselves
have on the information obtained. The significance of research is evaluated by its contribution to the
current body of knowledge. Enhancing the documentation of research design and behaviour is crucial
for upholding the overall credibility and reliability of the findings. In order to assess the accuracy of the
data extraction form, the researcher conducted a preliminary test to confirm its clarity and effectiveness
in retrieving information. Following this, nuanced variations in form are employed to assess each piece.
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3.Result and Discussion

This systematic research has identified several critical communication tactics that can considerably
enhance workflow operations through a thorough investigation of the existing literature. An essential
discovery is the significance of having efficient communication channels within an organization.
Efficient communication, whether in person, online, or a combination of both, is crucial for facilitating
the timely exchange of information, organizing tasks, and promoting transparency among employees.
Consistent feedback, timely updates, and transparent communication between managers and employees
can cultivate a feeling of inclusivity and cooperation, ultimately enhancing the efficiency of workflow.
Another crucial factor is the requirement for a clearly delineated communication plan and strategy.
Studies indicate that firms that possess a distinct and all-encompassing communication strategy, which
delineates the individuals involved, the methods employed, the timing, and the nature of the information
given, are more adept at optimizing their workflows. This entails determining suitable communication
modalities for various sorts of information, developing communication procedures, and ensuring that
all employees are cognizant of and adhere to these guidelines.

Furthermore, the evaluation emphasizes the significance of engaging employees in the decision-
making process. When employees are actively involved and their input is integrated into the decision-
making process, they are more inclined to feel a sense of ownership towards the organization's
objectives and dedicated to the success of the workflow. Consequently, this can result in heightened
motivation, enhanced teamwork, and improved problem-solving efficacy. Furthermore, the review
emphasizes the significance of enhancing the caliber of communication resources, including
communication tools, platforms, and training. Organizations can enhance their capacity to exchange
information, synchronize tasks, and tackle obstacles promptly and effectively by equipping staff with
essential communication resources and abilities. The systematic review highlights the importance of
implementing an efficient communication strategy in enhancing workflow processes within an
organization. This strategy promotes a cooperative and open work environment, facilitates the flow of
information, and empowers employees to contribute towards organizational objectives. Employers
ought to give top priority to the creation and execution of communication strategies that are customized
to meet their own company requirements and culture. Therefore, employers can anticipate
enhancements in the efficiency of their workflow, the level of employee engagement, and the overall
performance of the firm.

The results of this systematic review align with the current body of research that emphasizes the
crucial significance of efficient communication in enhancing workflow procedures inside businesses.
This review focuses on major communication tactics that have been identified as crucial for enhancing
workflow efficiency. Efficient communication methods, such as in-person meetings, online platforms,
or a combination of both, are crucial for facilitating the prompt exchange of information, coordinating
tasks, and promoting transparency among employees. Moreover, a clearly defined communication plan
and strategy, which specifies the individuals involved, the methods used, the timing, and the content of
information communicated, can greatly enhance the efficiency of the workflow process. The analysis
highlights the significance of engaging employees in the decision-making process, as it can result in
heightened motivation, enhanced teamwork, and improved problem-solving efficacy. Furthermore, this
research highlights the significance of enhancing the caliber of communication resources,
encompassing communication tools, platforms, and training, as it can enhance employees' capacity to
exchange information, synchronize duties, and tackle issues promptly and effectively. This
comprehensive assessment has significant implications for firms seeking to enhance their workflow
procedures. Firstly, it emphasizes the importance for organizations to give priority to the creation and
execution of efficient communication strategies that are customized to their unique organizational
requirements and culture. Furthermore, it is crucial to prioritize the allocation of resources towards
communication and training initiatives to guarantee that staff possess the essential competencies and
resources for efficient communication. Ultimately, the assessment highlights the need of cultivating a

14



Dharta & Evi Susanti, Journal of System and Management Sciences, Vol. 15 (2025) No. 4, pp. 7-17

cooperative and open work atmosphere, where employees are encouraged to actively participate in
achieving organizational objectives and making decisions. This systematic review has conducted a
thorough examination of the current literature on communication techniques for enhancing workflow,
emphasizing important discoveries that can greatly influence organizational performance.
Organizations can anticipate enhancements in workflow efficiency, employee engagement, and overall
organizational performance by employing the communication techniques defined in this assessment.

4. Conclusion

The study highlights the crucial role of effective communication strategies in enhancing
administrative workflow. The findings suggest that establishing clear channels of communication,
utilizing project management tools, promoting active listening, and providing regular updates and
feedback can significantly improve workflow efficiency and productivity. Administrators should
prioritize the implementation of these strategies to foster a culture of open communication,
collaboration, and accountability within their teams.

However, the study's reliance on secondary sources and the absence of primary data collection limit
the generalizability of the findings. Future research should consider employing empirical methods, such
as surveys or case studies, to validate the effectiveness of these communication strategies in real-world
administrative settings. Additionally, researchers could explore the potential moderating effects of
organizational culture, leadership styles, and technology adoption on the relationship between
communication strategies and administrative workflow

Despite these limitations, the study contributes to the understanding of effective communication
practices in administrative workflow management. By providing practical recommendations grounded
in the literature, the authors offer valuable insights for administrators seeking to optimize their team's
performance and productivity. Implementing these communication strategies can lead to improved
employee satisfaction, reduced errors and delays, and ultimately, better organizational outcomes.
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