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The Office Secretary plays a pivotal role in organizing and managing
administrative activities in the municipality, where she bears multiple
responsibilities including organizing official documents and records, preparing
administrative reports and correspondence, scheduling and coordinating
meetings, in addition to supervising the workflow of the office and ensuring
compliance with the established systems and procedures. She also contributes
to improving the efficiency of administrative operations by streamlining
procedural flows, following up on the implementation of daily tasks to ensure
adherence to deadlines, and providing administrative support to teams and
employees. In addition, the Office Secretary acts as a link between the various
departments in the municipality to ensure effective communication, which
enhances the flow of work and contributes to achieving the municipality’s

goals efficiently and effectively
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