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Abstract

The secretary plays a vital role in enhancing the efficiency of administrative
communication between the mayor and the various departments by organizing and
coordinating the exchange of information. The secretary directs messages and
requests between the mayor and the relevant departments, and follows up on the
implementation of instructions to ensure the smooth flow of information and
decisions. It also helps in preparing reports and meeting schedules, which helps
avoid delays and misunderstandings, and enhances the speed of response and
interaction between the various parties within the municipality, which positively

reflects on the effectiveness of administrative performance.
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