G K D ISSN: 2732-3781 il aaell — G jlacay)
Globet Sxiis T vetos 2025-2-28

Oy S

claglaal) (laly dup Ao Bliad) A clildl) | gale didig dan

Aae)

Aadlgudl e eM\ LS Y

calale JJ.AL

susal) S 4l

aaalally duy)aY) Chleall duaiil allall sgadd) dlaa Page 59



G K ISSN: 2732-3781 il aaell — G jlacay)
2025 -2 —28

gadlall
als claasall Jahy Slagleall Glely iy o Lliall 8 Ggn oo lilall gale dilay caals
0o Jaan salalld Gagy Bal dusliaad) cililadly dians )l 3351 ae Jalal) (5 G ccbialdl) b
Jyeas sl s (51 pia go culgdall cpilasall L) Syl Asgan (panias Aoy Clilall Jadng aulas
Gl e ey LS pluall S gl e 2l e Gl pesn e cds pieae g
Glgise 2a%g ¢ g pall lalS aladial Jie AiaY) uleall Gy 485005 L0dd)l) 4ad V) ilehal
JEiaY) lasay A3y Lkl S50 8 sl 138 aalss WApklia¥) el Lleag dadlal

AaasSal) Glusgall el & Guilalgall 38 5 3en Laa il diles 350

aaalally duy)aY) Chleall duaiil allall sgadd) dlaa Page 60



» Knowledge == Developmen

G K D ISSN: 2732-3781 il aaell — G jlacay)
Globat Sxills K T rment 2025 -2 —28

Abstract

The file clerk’s job plays a vital role in maintaining the confidentiality and security
of information within institutions, especially in municipalities, where dealing with
official documents and sensitive data is a daily occurrence. The clerk is
responsible for organizing and storing files In a way that ensures easy access
for authorized employees while preventing any leakage or unauthorized access,
thus protecting data from illegal use or loss. He also relies on implementing
digital and paper archiving procedures in accordance with security standards,
such as using passwords, setting authorization levels, and protecting backup
copies. This role contributes to enhancing administrative transparency and
ensuring compliance with data protection regulations, which enhances citizens’

confidence in the performance of government institutions.
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