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Abstract:

This study explores the transformation of office administration roles from traditional,
routine-based functions to more strategic, digitally driven responsibilities, particularly
within the context of hybrid work environments emerging after the COVID-19
pandemic. Core administrative tasks such as filing, scheduling, and internal
communication have undergone significant changes through digitalization and the
adoption of technologies like cloud computing, project management software, and
virtual communication platforms. The study highlights key challenges such as data
security risks, information overload, and communication barriers, alongside
opportunities including enhanced operational efficiency, flexible work arrangements,
and the strategic elevation of administrative roles. Practical implications point to the
need for digital literacy training, revised workplace policies, and strengthened
technological infrastructure. Ultimately, the role of office administration in the digital
and hybrid era requires continuous adaptation and competency development to
support organizational productivity and collaboration.

Keywords: digitalization, hybrid work, office administration.

Intoduction

The COVID-19 pandemic brought significant changes to the global world of work, with one of the
most notable shifts being the sudden transition from traditional office-based work to remote and hybrid work
models. A longitudinal study in Finland's public sector found that 47% of employees moved partially or
entirely to remote work during the pandemic, while others faced task reassignments or team reorganizations.
(Kausto et al. 2024). These changes not only altered physical work locations but also affected psychosocial work
environments, time control, and perceptions of fairness and organizational social capital. (Kausto et al., 2024).

As a response to these disruptions, hybrid work systems emerged as a flexible solution in the post-
pandemic era. This model combines in-office and remote work, offering employees greater autonomy in
determining their work location and schedule. Research by Kristanto and Mansur (2025) Highlights that
hybrid work reduces commuting time, improves work-life balance, and boosts job satisfaction. Despite these
advantages, hybrid arrangements present challenges related to communication gaps, limited collaboration,
and unequal access to technology, all of which must be addressed to maximize productivity.

In this transformation, the role of office administration becomes increasingly critical. Office
administrators are responsible for managing digital infrastructure, developing internal policies, and
overseeing employee performance and well-being in hybrid settings. (Kausto et al. 2024). Both Finnish and
Indonesian studies emphasize the need for adaptive and responsive administrative systems, along with
reliable technology and inclusive practices, to support organizational effectiveness. Thus, office administration
stands as a key pillar in the successful implementation of hybrid work systems, ensuring both organizational
productivity and employee well-being in the post-pandemic workplace. (Kristanto and Mansur 2025).

In the context of hybrid work, the role of office administration has undergone a significant
transformation. Administrative functions now extend beyond traditional tasks to include the management of
digital infrastructure, facilitation of virtual communication, and support for flexible work policies. Despite
these developments, there remains a lack of comprehensive literature that systematically explores the evolving
role of office administration. As a result, current understanding of the dynamics, challenges, and opportunities
faced by administrative professionals in hybrid work environments is still limited. This study aims to review
existing literature on the subject and identify prevailing trends, challenges, and opportunities that define the
current role of office administration in the hybrid era.

This study offers both theoretical and practical contributions for managers, administrative staff, and
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researchers seeking to better understand the evolving functions of office administration in the context of
hybrid work. By providing insights into how administrative roles are adapting to digital transformation and
strategic coordination demands, the findings are expected to support organizations in restructuring their
administrative systems to be more responsive and future-oriented. Additionally, this research highlights the
importance of developing new skill sets that align with the demands of technology-driven and flexible work
environments.

Methods

This study employs a Systematic Literature Review (SLR) using the PRISMA framework to identify,
evaluate, and synthesize research findings related to the role of office administration in the context of hybrid
work. (Tahsiri 2023). This method was chosen for its structured and transparent approach, which enables the
identification of research gaps, trend analysis, and critical evaluation of existing literature. The review focuses
on both empirical and conceptual studies published in peer-reviewed journals, emphasizing multidisciplinary
perspectives from management, information technology, and organizational psychology. (Reiff and Schlegel
2022). Literature searches were conducted across four major academic databases: Scopus and Web of Science
for international coverage, Google Scholar to track recent studies not yet indexed, and EBSCO Business Source
Complete for business and management-specific literature. A combination of keywords such as “hybrid
work,” “office administration role,” “post-pandemic workplace,” and “digital transformation” was applied
using Boolean operators (AND/OR) to refine search relevance. (Kabir et al., 2023).

The inclusion criteria were defined to ensure the relevance and quality of the selected studies:
publications dated between 2019 and 2024, peer-reviewed journals or reference books with ISBNs, relevance
to administrative roles, digital transformation, or hybrid management, and written in either English or
Indonesian. Excluded materials included technical reports, theses, and studies lacking clear methodology. The
selection process involved two phases: abstract screening for topic relevance and full-text evaluation based on
quality criteria. Data analysis followed a thematic approach, starting with open coding to identify patterns
related to administrative tasks, supporting technologies, and hybrid team dynamics. Conceptual mapping was
then used to group findings into thematic categories such as “Digital Collaboration Tools,” “Policy
Adaptation,” and “Employee Well-being Monitoring.” Finally, thematic synthesis was conducted to uncover
emerging trends (e.g., process automation), challenges (e.g., digital skill gaps), and opportunities (e.g.,
development of integrated hybrid systems). According to Tahsiri (2023), thematic analysis is effective in
capturing the socio-technical complexities of hybrid workspaces, which are highly relevant to evolving
administrative roles. The study also mapped changes in administrative functions by comparing findings
across studies, categorized by periods (pre-/post-pandemic) and industry sectors.

Result and Discussion

a. Traditional Roles of Office Administration

The traditional office administration roles encompass fundamental functions such as filing,
document
management, scheduling, and internal communication, which serve as the foundation for smooth
organizational operations. Filing and managing documents are essential activities that ensure systematic
storage and secure access to organizational records. According to Adekamwa et al.,, (2024)Effective
document management, especially when supported by digital technologies like cloud computing, can
enhance organizational efficiency and accelerate decision-making processes. These technologies enable
real-time access to information, thus streamlining administrative workflows.

Scheduling is another core administrative task that involves organizing meetings, activities, and
key events. A well-coordinated scheduling system helps prevent time conflicts and supports effective
collaboration across teams, ensuring that business activities run smoothly (Subur et al., (2024). In addition,
internal communication plays a vital role in delivering timely and accurate information across
departments and staff members. Subur et al., (2024) Highlight that digital platforms for internal
communication can improve collaboration, speed up decision-making, and strengthen team connectivity,
especially in remote work settings.

Studies by Rahmat et al. (2024) and Adekamwa et al.., (2024) Emphasize that while these traditional
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administrative functions remain essential, the process of digitalization has significantly transformed how
they are executed. This transformation has led to greater efficiency and productivity, positioning office
administration as a more strategic and technology-driven component of modern organizational systems.

b. Evolution of Administrative Roles with Technology

The rise of digitalization has significantly transformed administrative processes and the use of
office management software, fundamentally reshaping the role of office administration. The automation
of administrative tasks through digital platforms and software has dramatically enhanced operational
efficiency. Tasks that were once performed manually, such as document management, scheduling, and
internal communication, can now be executed automatically and in real-time with the support of
technologies like cloud computing, big data, and project management software (Nahuway 2024).

These technologies enable fast and accurate access to information, supporting more effective
decision-making and facilitating collaboration among employees, particularly within hybrid and remote
work settings. (Nahuway 2024). In addition, innovations such as electronic signatures and digital
document management systems streamline workflow processes and reduce operational costs.
(Darmansah 2024).

However, this digital transformation also presents challenges, especially regarding data security
and the need for digital literacy training for administrative staff to fully leverage new technologies.
(Nahuway 2024). As such, the success of office management digitalization depends not only on
technological adoption but also on organizational culture shifts and the development of human resource
competencies. (Darmansah, 2024).

Overall, the evolving role of office administration demands strong adaptability to digital
technologies, not only to improve work efficiency but also to support organizational flexibility and
productivity in the era of hybrid work.

c. The Impact of COVID-19 and the Evolution Toward Hybrid Work

The COVID-19 pandemic triggered a sudden and widespread shift to remote work,
fundamentally altering the traditional ways of working and demanding rapid adaptation from office
administration systems. The hybrid work model has since emerged as a dominant organizational strategy,
combining in-office and remote work in a flexible structure. It allows employees to adjust their work
location and hours based on task requirements and personal needs. As a result, the office environment has
evolved from a static physical space into a distributed, technology-dependent network of collaboration
and communication. This transformation necessitates adaptive policies and support systems that can
accommodate diverse working arrangements and expectations. (Shockley et al., 2024).

In this new era, the role of office administration has expanded significantly to meet demands for
flexibility, digital coordination, time management, and project oversight. Administrative professionals are
now responsible for managing virtual platforms such as video conferencing tools and digital project
management systems while supporting remote employees and organizing hybrid meetings that span
multiple locations. They also play a critical role in ensuring seamless communication and maintaining
team cohesion within distributed workforces. (Galanti et al. 2021).

To function effectively in hybrid and remote settings, modern office administrators must possess
a broad range of competencies. These include digital literacy in collaborative and document management
tools, strong virtual communication skills, and the ability to manage time and adapt to fast-changing work
environments. Such skills are essential to support the increasing complexity of hybrid work structures and
to ensure both employee productivity and organizational efficiency (Ahmad et al., 2023).

d. Challenges and Opportunities

In the digital era and within the context of hybrid work, office administration faces several
significant challenges. One of the primary issues is communication barriers, particularly in coordinating
geographically dispersed teams, which can lead to miscommunication and reduced collaboration
effectiveness. Additionally, information overload has become a pressing concern due to the vast amount
of data and messages that must be managed daily (Ilyinoluwa 2023). This requires strong filtering and
information management skills to avoid confusion and work-related stress. Another critical challenge is
cybersecurity. As more data is stored and processed digitally, the risk of data breaches and cyberattacks
increases. Therefore, organizations must implement strict data security policies and protective
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technologies such as encryption and firewalls to safeguard sensitive information.

On the other hand, digital transformation and hybrid work present numerous opportunities for
office administration. First, operational efficiency can be greatly enhanced through the automation of
administrative tasks and the use of management software to streamline document handling, scheduling,
and communication. Second, the administrative role is evolving into a more strategic function,
encompassing responsibilities such as data analytics for decision-making and digital project management.
Third, technology enables more effective cross-location collaboration, facilitating teamwork among
geographically dispersed staff and supporting the flexibility required by hybrid work arrangements.
These opportunities encourage organizations to embrace innovation and enhance their competitiveness in
an increasingly dynamic business environment. ( Saudi and Flayyih,2024).

Discussion
a. Synthesis of Key Findings

The analysis of findings reveals a clear transformation in the roles and responsibilities of office
administration in response to digitalization and the widespread adoption of hybrid work models.
Traditionally, office administration was centered around routine clerical tasks such as filing, scheduling,
and internal communication (Adekamwa et al., 2024). These functions, while still essential, have
undergone substantial transformation through technological integration. Tools such as cloud computing,
project management software, and digital communication platforms have automated many
administrative processes, enabling real-time collaboration and information access (Nahuway, 2024;
Darmansah, 2024).

This shift has prompted a paradigm change from administrative roles focused on operational
support to roles that are increasingly strategic and technology-driven. Administrative professionals now
play a central part in managing hybrid workflows, coordinating virtual teams, and maintaining
organizational continuity across distributed work environments (Galanti et al., 2021; Shockley et al., 2024).
The traditional role of executing routine tasks has expanded into responsibilities involving decision-
support, data analytics, and digital platform management (-Saudi & Flayyih, 2024).

This evolution signifies a broader change in organizational expectations, where office
administrators are no longer viewed merely as support staff but as key enablers of productivity,
communication, and digital transformation. As a result, administrative roles are now pivotal to
organizational agility, particularly in adapting to ongoing uncertainties brought about by global
disruptions like the COVID-19 pandemic.

b. Implications for Practice

The shift in administrative roles has important implications for professional training, workforce
development, and corporate policy. First, there is a clear need for continuous digital upskilling among
administrative professionals. Proficiency in using digital tools such as cloud services, virtual conferencing
platforms, and project management applications is now essential (Nahuway, 2024). Organizations must
invest in structured training programs that build competencies in digital literacy, cybersecurity awareness,
and virtual collaboration to ensure that office administrators can effectively support hybrid work
environments (Darmansah, 2024;, Boit et al., 2023).

Second, professional development pathways for administrative staff should be redefined to reflect
their evolving strategic role. Opportunities for advancement should include exposure to cross-functional
projects, leadership in digital initiatives, and involvement in organizational planning processes. This
would not only increase employee engagement but also align administrative functions with
organizational goals (-Saudi & Flayyih, 2024).

Lastly, corporate policies must be redesigned to support flexible and remote work environments.
This includes implementing standardized communication protocols, robust data security measures, and
equitable access to digital tools. Addressing issues such as information overload, communication
breakdowns, and cybersecurity threats requires comprehensive organizational guidelines and responsive
support systems (lyinoluwa, 2023; Shockley et al., 2024).

In conclusion, embracing the transformation of office administration roles presents both
challenges and opportunities. Organizations that proactively invest in administrative development,
support hybrid-friendly policies, and recognize the strategic value of administrative work will be better
positioned to thrive in the evolving digital workplace.
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Conclusion
This study highlights the significant transformation in office administration roles driven by

digitalization and the shift toward hybrid work models. Traditionally, administrative roles focused on routine

clerical tasks such as filing, scheduling, and internal communication. However, with the integration of digital
technologies such as cloud computing, project management software, and virtual communication tools, these
roles have evolved into strategic functions that support organizational agility and productivity. The COVID-

19 pandemic accelerated the adoption of remote and hybrid work environments, compelling administrative

systems to rapidly adapt. As a result, modern office administrators are now expected to possess digital literacy,

virtual communication skills, and the ability to manage distributed workflows effectively. This shift presents
both challenges, such as communication barriers, information overload, and cybersecurity risks, and
opportunities for strategic advancement and increased organizational relevance.

Organizations should revise and adapt their Standard Operating Procedures (SOPs) to align with
hybrid and digital work models. This includes incorporating guidelines for digital communication, data
security, and flexible scheduling. Additionally, investment in staff training is essential to equip administrative
personnel with the necessary skills in digital tools, cybersecurity, and hybrid coordination. Structured
upskilling programs will not only improve performance but also enhance job satisfaction and retention.

Future research should explore the long-term impact and effectiveness of hybrid administrative
systems. Longitudinal studies can provide insights into how these changes affect organizational culture,
employee well-being, and productivity. Furthermore, comparative studies across industries and geographic
contexts may help identify best practices for hybrid administration implementation and sustainability.

As work environments continue to evolve alongside technological advancements, the role of office
administration will remain in a state of transformation. Far from being obsolete, office administration is
becoming more dynamic, strategic, and digitally integrated. This evolution presents an opportunity for
organizations to reimagine administrative functions —not just as support systems, but as central drivers of
innovation, collaboration, and organizational success in the digital age.
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