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Interpersonal skills using tact, patience and courtesy.    
Telephone techniques and etiquette and basic public relations techniques. 
Modern office equipment, methods, practices, and procedures including microcomputer, filing systems, 
business correspondence and report writing. 
Accounting processes and systems, including fiscal record‐keeping methods, practices, and procedures. 
General principles and procedures of accounting, auditing, budgeting, bookkeeping and fiscal record‐
keeping. 
Word processing, spreadsheet, database and computer software at a level of proficiency sufficient to 
successfully perform assigned duties. 
 
ABILITY TO: 
Perform or demonstrate a variety of complex accounting administrative duties. 
Plan, coordinate and organize office activities and coordinate flow of communications and information; 
assure smooth and efficient office operations.  
Compose effective correspondence independently; communicate effectively and tactfully in both oral and 
written form. 
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