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Abstract

The mayor’s secretary faces many challenges in managing daily business, as
his job requires coordinating official appointments and meetings, preparing
reports and correspondence, and communicating with various departments and
governmental and private entities, which forces him to work under constant
pressure to achieve efficiency and accuracy. He also faces challenges related
to managing confidential information and ensuring the smooth flow of documents
between departments, in addition to dealing with citizens’ complaints and
demands, which requires high skills in organization, time management, and
effective communication. Moreover, political and administrative variables may
affect the nature of his work, which imposes on him the ability to adapt quickly
and make appropriate decisions to ensure the continuity of work smoothly in

accordance with the general policies of the municipality.
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