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The file keeper is a pivotal element in organizing and managing documents
within the Joint Services Council, as his vital role contributes to ensuring that
official records are preserved and organized in a way that supports the efficient
flow of work. His role is to classify and archive documents in a systematic
manner that ensures easy access to them when needed, which enhances the
speed of decision—making and improves the quality of services provided. His
duties also include maintaining the confidentiality of information and protecting it
from damage or loss, in addition to following up on updating files periodically to
ensure their compliance with administrative and legal requirements. Through an
analytical study of his role, the challenges he faces can be highlighted, such as
dealing with the increasing amount of documents and modern technologies, and
the extent of their impact on improving the overall administrative performance of

the Council.
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