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Ability to: 

• Write clear and concise reports. 
• Interpret specific rules, laws, and policies, and apply them with good judgement in a variety of 

situations. 
• Understand and administer contracts. 
• Maintain and submit accurate and complete records and reports. 
• Operate a computer and assigned software. 
• Meet deadlines, organize and set up schedules. 
• Learn to read architectural plans. 
• Establish and maintain cooperative working relationships with fellow employees and the general 

public. 
• 


