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Abstract:

The tasks of the Administrative Affairs Department are summarized in everything related to individuals, including
entitlements, appointments, promotions, vacations, penalties, etc., as well as the affairs of the department and administrative
equipment. They fall within the middle management in the organizational structure and vary from one structure to another.
In some structures, the organizational structure of the Department of Administrative Affairs is divided into two sections; the
first is called the Personnel Affairs Department, and is concerned with everything related to individuals, as previously
mentioned. The current research aims to identify the preparation of papers and files organizing the work of administrative
affairs in government institutions in Jordan. Secondary data collection methods were used to enhance the theoretical
framework of this research. The research was concluded on the importance of managing administrative affairs in working to
provide manpower, provide administrative services, and help other departments to carry out their function in order to achieve
the objectives of the Ministry.
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