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Ability to: 
 

• Plan, organize and implement long-range projects. 
• Provide and coordinate staff trainings related to assigned activities. 
• Provide training and guidance to assigned personnel. 
• Interpret, apply and explain standards, requirements, policies and procedures. 
• Analyze situations accurately and adopt an effective course of action.  
• Communicate effectively both orally and in writing.  
• Establish and maintain cooperative and effective working relationships with others. 
• Operate a variety of office equipment including a computer and assigned software. 
• Prepare and deliver oral presentations. 
• Meet schedules and time lines.  
• Plan and organize work.  
• Maintain records and prepare reports.  

 
EDUCATION/EXPERIENCE: 
Any combination equivalent to:  


