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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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