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Abstract

The Council Secretary plays a vital role in supporting decision—-making and
management processes within the public sector, assuming multiple
responsibilities including organizing meetings, preparing minutes, following up
on the implementation of decisions, and managing official correspondence. She
also contributes to facilitating communication between Council members and
various government agencies, ensuring smooth work and achieving institutional
goals. In a case study on this role, the importance of effective organizational
and communication skills in improving the efficiency of the Council and
enhancing administrative transparency is highlighted, as the effective
performance of the Secretary affects the speed of implementing policies and
decisions. In addition, the Secretary faces challenges such as dealing with
sensitive information and managing multiple priorities, which requires a high

degree of accuracy and professionalism.
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