ol Coedl y Lt e 8515
1> 8 iaslr
Il g dslazzr ) o shall 4087
L3l aell 5 ¢ Laxr ) o lall o

Gy 31 Al 3 A€ (3 Wy 93 9, Sty DileY)

gl ol & alli Bolgs o Slllas JLSaw dodds § S's

Jos g s e e 1 s

1(8) Bl OB i) o ) slus) e

22025-2024/61447-1446: 2ol o 5l







W Coudl 5 W) edadl 3415
415 & deslr
Lyl g Lelazr) o glall LS
31 asudl s £ Loz olall pud

G ylaY) Adadll 5ad< 3 Wy 93 9l )b Sl dleY!
413 & daals Aol duol 43

gl ol & gl B3lgd | Sl JLSewt dedds 3,5

Jos 9 o g Lz oo jauad

@) Bl O 5l o F I Slus) e
e Bled — B kil —
1y ) ol 2l
PR T T s.d Q> % drelr Lty
st Bl 5.1 i b daalr |y fing 6 te
Lip S ppe 2 B3 b daslr il

22025— 2024 /o 1447-1446 : sk o i







"ol 385 £ Lo VI g (@Budd L 31T "
g dar b aiot gl Laall 1 A1 (8 LBy ol Jor g 30 J b1 SCiy sy
EA ez 4 Ll ol

¢ St I al Yl kil glee b g oS Ol jle (ol WS :
g 5 65 oo Uil 1 5 Lo Joow 1 ) "at L OB 501l
<) 23 ok e 1 Ay e Bl sukd ol oy W Sy g aomilasy
'. Byl ggale & oo Lygiyl cplll J) Olaa) oo 5 Sl sl 4 5 WS
:’ .u@m,@&btwmr\;m@w@wywce\ﬂ\
' 1l ) BB A clael Wdslul B 33 SaL adds LS ;
II.-" 8,57 oda ddles
'* | Jo8 g i p Wl e oud 1 1 S s O Wi gl Y WS
"- VP POV PGSR P B PN Ca
9
A

=k — | . — A — & —




f’

Auall

U1 oty Wl By oy g alal g ¢ dnall Codt Jo B0l 5 ( STy A e
(b dlady m el g ugd 3 5 oda 5 S Aol L5 g (88 ghad-) ol (et LB

RN COIRRERPNEY]
- *
o Y WSS Jles olb 8 Y f oS3 (e o My pdll ed-t sl g - 3 N
‘@‘}bﬁéu:‘é)# LQS;S)

.M\)W\&‘M} c&\gjs)wdﬁaﬁ}d\éﬂ\&é!

L 3
il deze 3 Bl 1y 9 O Gl o0 1 S Cllay OV 095 O gt § s o0 [

ey S ol 500 g 30 )

2025 dxds dut yt Dy g




L RS

FU skt s o gh oy Rt 5V (1Y) A 3 Bl ol e 26 S e
w2l (3 el OF Wl 1A LY O iy ¢ el e BBl sl IV (oW el 6o o)
oo aled G AU SIL s Ly d) Con 1Y @llly gl Wle G O ) (505N
Gl oy Rl y Bl ) a3l (il p Jled) ol ol Oz ol o o (3 b S 8 V)
i LS daald] AL GUd (3 Ly (Bls & dmelsr G s8lu) G gl SAL 28y Ldmeld pl3Y!
GOV e Al e jale ISy Ja e a Y Sl a1 g 3 L)s2 1y e BLY Lo o e g
1Vl Gety ¢ Slebeam V1 ¢ adaizl) (OO A GV e Lo, (3 sl ST I ST ¢ &l 2 Al
ksl ALY o

Q\:.—LJ:—WWV.@.%)cL,ﬂ ou#\@yw\ys)g Al 4y ylsl o jlgs ey sl s
G oSan Y Y Bl ed (3 ST S ealad LB 5SS pLell s (o355 Lt B 8
Sl g adlal) 2edall Gledd Lor o) o s 83 9

(St Jeall) Jordl SCalis ¢,V A Lo o gon g (8131 Gl (il S i il SoldST!
Al Lol gl g ylsy) ) Yl

Abstract:

Secretarial work is considered one of thedamental components of the administrative
structure in any institution. It emerged as a restilthe significant evolution that administrative
organization has undergone over the years. Thid fias become an integral part of what was
previously known as "bureaucracy,” and continueséoreferred to today as "secretariat" or
"secretarial services." The secretariat plays aerdgl role in organizing workflow and ensuring
effective communication among the various departmewithin an institution—particularly in
academic institutions such as the University of i@ag, including its faculties.

The sociology of the secretariat plays a céntke in facilitating administrative procedures,
which directly influences the efficiency of admimaive performance at the University of
Ghardaia. Its importance lies in its capacity faan@ging correspondence, organizing meetings,
coordinating activities between departments, arstiemg smooth administrative operations.

This role requires advanced administrative skilleg ability to handle information with
confidentiality, and a deep understanding of infthal needs. When these tasks are performed
efficiently, they significantly enhance the effeetess of administrative performance, thereby
improving the sociological quality of services piaed to students and faculty members.

Keywords. Secretariat, administrative coordination, admraiste effectiveness, work dynamics
(teamwork), administrative roles, effective comnuoation.
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