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office.
Assemble data and prepare correspondence and reports.
Understand, follow, and apply oral and written instructions.
Conduct research and prepare reports.
Interpret, apply and explain applicable laws, codes, rules, and regulations.
Communicate effectively, both orally and in writing.
Assist in planning and organizing work; meet schedules and timelines.
Assist in providing guidance to others.
Maintain cooperative working relationships with those contacted during the course of work.
Work independently with little direction.
Keyboard or input data at an acceptable rate of speed.
Meet schedules and timelines.
Operate a variety of office equipment including a computer and assigned software.
Understand and follow oral and written directions.
Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.
Compose correspondence and written materials independently or from oral instructions.
Complete work with many interruptions.
Receive, sort, and distribute mail.
Add, subtract, multiply and divide quickly and accurately.

EDUCATION AND EXPERIENCE:
Any combination equivalent to graduation from high school or equivalent, supplemented by clerical
training and three years of increasingly responsible clerical experience involving public contact and
including specialized technical assistance in support of a specific fun] instÎᵐ oincy
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