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Abstract

The switchboard operator is a vital element in organizing and managing daily
activities within institutions, as he is responsible for efficiently directing phone
calls to ensure effective communication between different departments, in
addition to providing the necessary information to callers and directing them to
the relevant authorities. He also contributes to accurately recording notes and
messages to ensure that no important information is lost. In addition, the
switchboard operator contributes to organizing call and meeting schedules,
which enhances the smoothness of workflow. He is also responsible for dealing
with minor technical problems in communication systems or reporting them to
the relevant authorities, which helps ensure uninterrupted work continuity. As a
result, his role is essential in achieving effective coordination between

departments and enhancing productivity within the institution.
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