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The Personnel Clerk plays a vital role in managing the records and personal files
of employees in the municipality, where she is responsible for documenting all
data related to employees, including appointments, contracts, evaluations,
promotions, leaves, and discipline. The accuracy of these records ensures the
organization of the administrative process and compliance with relevant
regulations and laws, which facilitates informed decision—-making by management.
She also works on updating the files continuously to ensure they are consistent
with any organizational or functional changes. In addition, she contributes to
protecting employees’ personal information by adhering to privacy policies, which
enhances trust between employees and management. This role is essential in
improving operational efficiency and achieving administrative sustainability within

the municipality.
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