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The study aims to clarify the importance of the role of secretarial work in
enhancing communication elements between the municipality and the local
community. Secretarial functions in municipalities are a cornerstone in building a
positive image of the municipality by welcoming citizens and visitors, reflecting
organizational and administrative efficiency in service delivery and interactions
with various entities. The study addresses the importance of secretarial work in
conveying the municipality's message and objectives to the local community and
listening to its needs and expectations, thereby contributing to better-informed
decisions and policies based on a deeper understanding of citizens' requirements.
Additionally, secretarial staff contribute to organizing meetings and workshops that
allow community members to discuss proposed plans and policies, enhancing
transparency and increasing public trust in the municipality. The study explores the
goals and functions of secretarial work in strengthening public relations through
modern communication tools, including social media, to disseminate information
and facilitate direct interaction with the public. It emphasizes the importance of
communication skills, reception, and the ability to engage positively with various
parties. Adopting a descriptive-analytical approach, the study assesses the role of
secretarial work in building interactive relationships between the municipality and
the local community, recommending essential training for secretarial staff and
equipping them with the latest technologies to ensure continuous effective

communication and enhance overall satisfaction with municipal services.
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