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office operations and activities; respond to inquiries, resolve issues and conflicts and provide
detailed and technical information conceming related standards. requirements. nolicies and
procedures.
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assure accurate and timely accounting and reporting of department funds and budgets as
assigned; review and analyze financial statements, records and reports to assure accuracy and
completeness.
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statistical records, reports and files related to programs, projects, accounts, personnel, financial
activity, budgets and assigned duties; oversee the processing of forms and applications. -

- “Provide technical information and assistance to administrators concerning office activities, needs
"-Lald issues; assist in the formulatlon and development of p011c1es procedures and prograrns

‘;.Operate a variety of ofﬁce equlpment inciuding a computer and aSS1gned soﬁwa:t:e oversee
-automated record-keeping and reporting functions related to assigned office:and functions.
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