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Abstract

The writer plays a pivotal role in improving business organization and
facilitating administrative processes in organizations, as she is an essential
link between different departments and employees. By writing official letters,
preparing reports, organizing meetings, and managing documents, the writer
contributes to enhancing workflow efficiency and reducing administrative
chaos. Moreover, the writer contributes to accelerating the flow of information
and ensuring its accuracy, which leads to faster and more effective decision-
making. She also works to improve communication between employees,
whether they are inside the organization or with external parties, which
contributes to improving the work environment and achieving institutional

goals more smoothly.
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