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Personnel Records Management in Municipalities: A Review of
the Duties, Standards, and Challenges of the Personnel Archive
Unit

Abstract

Efficient management of personnel records in municipalities, as one of the most important pillars
of the urban administrative system, plays a fundamental role in supporting human resource
decision-making and enhancing organizational order. Personnel records include employees’
identification, employment, training, performance evaluation, and financial history information,
and any error or disorder in maintaining them may lead to legal, financial, and administrative
problems. With the expansion of data volume and the shift of the administrative environment
toward digitalization, the need to standardize archival processes and personnel information
management has become increasingly significant. The present study, using a descriptive-
analytical approach, reviews the duties and position of the personnel archive unit in
municipalities, examines the standards required for organizing personnel records, and analyzes
the operational challenges in this field. The findings indicate that inconsistency in registration
and maintenance processes, lack of specialized training for archival staff, weakness in
information technology infrastructure, and the absence of unified guidelines are among the most
important barriers to efficient personnel records management in municipalities. Finally, solutions
are proposed to improve the integration, security, and accessibility of information.
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