nporpamu Flextime (103Bossie CiBpOOITHMKAM KOPUTYBATH CBi poOOYMH J€HB BiAMOBIIHO
10 ocobuctux norped adbo Brnogobans. Lle Moke 03Ha4YaTH MOYATOK 1 3aBEPLICHHS POOOTH B PI3HUI
yac, mo0 3a0e3MeunTy JOTJIs] 3a JIThbMH, Y3TOJDKEHHS 3 KOJIeTaMH B PI3HUX YacOBUX Tosicax abo
po0OTy B HAOLIBII MPOTYKTHBHUMN Yac);

J0IaTKOBa  OIIadyBaHa Binmyctka (Hampukman, micias 1 'STUpiYHOI  poOOTH
B HubSpot criiBpoOiTHHKE OTPUMYIOTh YOTHPHTH)KHEBY OIUIauyBaHy BIAMYCTKY IUTIOC OOHYC.
ﬁnytm naumi, Taki komradii, sk Netflix, Oracle 1 Zoom, MaroTh HEOOMEKEHUI Yac BiAMyCTKH [4]).

TakuM dYMHOM,  TPAKTUYHUN CBITOBHH [IOCBI  3a0XOYEHHS NPAIIBHUKIB MOCTIHHO
YIOCKOHATIOETHCS 1 pO3BUBAEThCA. J03BOJIsie 3a0e3meuyBaTH BHCOKI 1HAMBIAyalbHI TOKAa3HUKH
NPaLiBHUKIB Ta KOJIEKTUBIB mianpuemMcTB. OqHak, B YKpaiHi HUHI iCHye moTpe0a TakoX HI0Z0
MOIIYKY NUISIXIB MOJANBIIOT0 YIOCKOHAJICHHS CHCTEMH 3a0X0YCHHS MPAIliBHUKIB, TOMY JIOIIJIBLHO
PO3TIISTHYTH HACTYIHI TOTEHIIHI HampsMH yIOCKOHAJIEHHS TMPOIECY 3a0XOUYeHb MUIIXOM
BITPOBAKECHHS:

nporpaM MEHTOPCTBa (OCBIMYCHI CHIBPOOITHHUKH MOXYTh CTaTH MEHTOPAMHU IS MOJIOJIUX
¢axiBIiB, IepeIa0yH IM CBOT 3HAHHS Ta JOCBI);

MporpaM KOPHMOPATUBHOTO BOJIOHTEPCTBA (3aTydYCHHs MPAIIBHHUKIB 10 COLIATbHUX MPOEKTIB
KOMIIaHii);

CTBOPEHHsI KJIyOiB 3a iHTepecaMu (CTBOPEHHs KIyOiB 3a iHTepecaMu Ui CHiBpOOITHUKIB
(crropT, X001, HaBYaHHA));

CHCTEMH THYYKOro rpadika poOOoT (HamaHHS MpaliBHUKAM MOXIHUBOCTI CaMOCTIHHO
TJIAaHYBATH CBi pOOOYMIl ICHB ).

OTxe, BpaxOBYIOUM E€KOHOMIYHY CHUTYaIlil0, 3MiHy OYiKyBaHb Ta LIHHOCTEH MpalliBHUKIB
MATAHHS 3a0XOUYEHHS Ta CTUMYJIOBAHHS JI0 MPOMYKTUBHOI JiSTIBHOCTI € OJHUM 13 CTPaTEeTIdYHUX
3aBJIaHb Cy4aCHUX MEHEKEPIB.
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THE ROLE OF ROBOTIC PROCESS AUTOMATION (RPA) IN STREAMLINING
ADMINISTRATIVE FUNCTIONS

Robotic Process Automation (RPA) is a technology that uses software robots, or "bots,"” to
automate repetitive, rule-based tasks traditionally performed by humans. It has gained popularity
across industries due to its ability to enhance efficiency, reduce errors, and lower operational costs.
In the context of administrative functions, RPA is revolutionizing how organizations handle routine
tasks, freeing up human resources for more complex, value-adding activities. Key Features of RPA:

- automation of Repetitive Tasks: RPA is designed to perform high-volume, repetitive tasks,
such as data entry, processing transactions, or sending automated emails, without human
intervention;

- rule-Based Operations: RPA operates based on predefined rules and logic, making it ideal
for tasks that follow a specific pattern;
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- software Integration: RPA tools can interact with various systems, databases, and
applications without the need for deep integration or changes to existing infrastructure;

- scalability: RPA can be easily scaled to handle growing volumes of work without the need
for additional human resources.

How RPA streamlines administrative functions [1]:

1. Automating Data Entry and Processing.

One of the most common uses of RPA in administration is automating data entry tasks. Many
administrative tasks involve transferring data between systems or updating records in a database.
RPA bots can automate these processes, ensuring fast, accurate, and consistent data entry without
human errors. Example: In a large organization, HR departments frequently handle the manual
entry of employee details into various systems (payroll, attendance, benefits). RPA bots can
automate the entire process, inputting data across all systems simultaneously.

2. Invoice and Expense Processing.

Finance and accounting departments spend significant time processing invoices, expense
reports, and purchase orders. RPA can streamline these tasks by automating the extraction of
relevant data from documents (e.g., PDFs, emails), verifying the information against internal
systems, and processing the payments or approvals. Example: A company using RPA can automate
the entire invoicing process, from scanning and extracting invoice details to matching them with
purchase orders and processing payments. This reduces human involvement and speeds up the
payment cycle.

3. Managing Employee Onboarding and Offboarding.

RPA can automate the administrative aspects of employee onboarding and offboarding. For
onboarding, bots can handle everything from setting up email accounts to entering employee data
into HR systems and assigning IT equipment. Similarly, when an employee leaves, RPA can
deactivate accounts, retrieve company assets, and update records. Example: When a new employee
joins a company, an RPA bot can automatically create their accounts in internal systems, register
them for training programs, and schedule their introductory meetings, streamlining the entire
onboarding process.

4. Email Management and Communication Automation.

RPA can automate standard email responses, categorize incoming emails, and route them to
the appropriate department or individual. Bots can also send notifications or updates to employees,
partners, or customers based on predefined rules, reducing the time administrative teams spend on
manual communication. Example: In customer support, RPA can scan incoming emails, extract the
key details (like customer ID or issue type), and send an acknowledgment or route the query to the
right department for resolution.

5. Scheduling and Calendar Management.

Scheduling meetings, managing calendars, and organizing appointments are time-consuming
tasks for administrative staff. RPA can automate the process by integrating with email systems and
scheduling tools, checking availability, and booking appointments automatically. Example: An
RPA bot could check multiple participants' calendars, find a suitable time slot for a meeting, send
out invites, and even book conference rooms or virtual meeting links.

6. Regulatory Compliance and Reporting.

Many administrative functions, especially in sectors like finance or healthcare, require
extensive compliance reporting. RPA can automatically generate compliance reports by extracting
data from various systems, compiling the necessary information, and submitting it in the correct
format to regulatory bodies. Example: In the banking sector, RPA can be used to monitor
transactions, extract relevant data, and generate daily compliance reports, ensuring that the
organization meets regulatory requirements efficiently and on time.

Benefits of RPA in Administrative Functions:

1. Increased Efficiency: RPA allows organizations to handle administrative tasks much faster
than manual processes, resulting in improved overall efficiency. Tasks that once took hours can
now be completed in minutes.

63



2. Error Reduction: Human errors in repetitive tasks like data entry or transaction processing
can lead to costly mistakes. RPA bots follow predefined rules, ensuring accuracy and consistency.

3. Cost Savings: By automating routine tasks, organizations can significantly reduce the labor
costs associated with administrative work. Fewer manual tasks mean less reliance on human
intervention and the potential for reassigning staff to more strategic roles.

4. Scalability: RPA solutions can easily scale to meet increased demand without the need to
hire additional staff. As the volume of tasks grows, additional bots can be deployed to handle the
workload.

5. Improved Compliance: By automating compliance-related tasks, such as generating reports
and tracking data, organizations can ensure that they remain compliant with regulations and reduce
the risk of non-compliance.

6. Employee Satisfaction: RPA allows employees to focus on more meaningful and fulfilling
tasks rather than repetitive and mundane work. This can lead to higher job satisfaction and
increased employee engagement [2].

The future of RPA lies in its integration with artificial intelligence (Al) and machine learning
(ML) technologies. This combination, often referred to as intelligent automation, will enable bots to
handle more complex tasks that require cognitive decision-making. For example, bots could analyze
unstructured data, interpret customer sentiment, and even make recommendations based on
historical trends. As these technologies evolve, RPA is expected to play an even more significant
role in transforming administrative functions across industries.

Robotic Process Automation is fundamentally reshaping how administrative functions are
performed in organizations. By automating routine tasks, RPA allows businesses to operate more
efficiently, reduce errors, and allocate human resources to higher-value activities. The widespread
adoption of RPA will continue to streamline administrative processes, making businesses more
agile, cost-effective, and competitive in the modern digital landscape.
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BUKOPUCTAHHS IHOOPMAIIMHO-KOMYHIKAIIMHUX TEXHOJIOT'TH Y
IMPOLIECI ®OPMYBAHHS PETIOHAJIBHOI EKOHOMIYHOI IOJIITUKHA

[MudpoBa Ttpanchopmarisi cTama HEBII'€MHOIO YAaCTHMHOKI COIialbHO-€KOHOMIYHOTO
PO3BHUTKY YKpaiHU, CIPUSAIOYN BIPOBAHKEHHIO HOBITHIX TEXHOJIOTIN Yy pi3HI raily3i eKOHOMIKH. Y
HUHIIIHBOMY TJ100aTi30BaHOMY CBITi, JI€é TEXHOJOTIi BIIrparOTh BAXJIMBY pPOJb Yy 0Oararbox
acleKTax CoIiaJbHO-€KOHOMIYHOTO PO3BUTKY, PETIOHM MalOTh aJanTyBaTH CBOi EKOHOMIiYHI
cTparerii Ay ehekTUBHOI 1HTErpari mudpoBux TexHomorii. [{udporizamis 103Boss€e AKICHIIE 1
NPOAYKTUBHIIIE BHUKOHYBAaTH JepXkaBHI (YHKWII B mporecax mnyOmiyHOro YHOpPaBIiHHS Ta
3a0e3medye 3pOCTaHHS EKOHOMIYHOI KOHKYPEHTOCIPOMOXXHOCTI PpETiOHIB, IO € OJHI€ 13
CTpaTeriii Jep»aBHOrO perioHaqpHOi eKoHOMiuHO1 monituku [1]. InpopmariiiHO-KOMyHIKaMiiHI
texnousorii (mam — ITK) HamaroTh HOBI MOXJIHMBOCTI i 300py, oOpoOKM Ta aHami3y NaHUX Ta
BIUIMBAIOTh HAa TPUHHATTA OUIbII OOTPYHTOBAHUX pIlIeHb, JOMOMAraloTh OpraHaM MiCIEBOTO
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