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The Municipal Secretary plays a pivotal role in organizing and managing
administrative and office work by providing administrative support that contributes
to improving the efficiency of the municipality’s daily work. Her primary duties
include organizing appointments and meetings, preparing documents and papers,
distributing incoming and outgoing mail, and organizing files and municipal
records. The secretary also contributes to following up and implementing
administrative decisions and facilitating communication between different
departments, ensuring smooth and effective continuity of work. This position is
considered an essential pillar in supporting the municipality’s management to
achieve its goals, as it enhances the flow of information and organizes the

workflow, which positively reflects on the quality of services provided to citizens.
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