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The position of administrative clerk in the municipality is a key axis for ensuring
the efficient and effective organization of administrative work. Its importance is
evident in organizing the schedule of tasks and meetings, which contributes to
improving time management and coordinating efforts between different
departments. The administrative clerk sets priorities, schedules meetings based
on their importance, and ensures adherence to specified timetables, which
positively reflects on the workflow and reduces chaos and delays. He also plays a
pivotal role in coordinating meetings, by preparing the agenda, distributing
invitations, and documenting outcomes, which supports quick and effective
decision—making. In this way, the administrative clerk contributes to enhancing
cooperation between different departments and achieving the municipality’s goals

with high efficiency.
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