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materials; prepares and formats reports.
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Performs a wide variety of special projects such as surveys and in-house requests as assigned;
inputs information into computerized database and generates a variety of reports and lists;
collects and compiles information, documents, file data and records to be included in reports
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Principles and practices of supervision and training.
Correct English usage, grammar, spelling, punctuation and vocabulary.
Oral and written commumcataon skills.
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Operation of a computer and assigned software.

ABILITY TO:

Organize and direct operations, activities and staff in support of assessment activities.
Interpret, apply and explain State and organizational assessment policies and procedures,
including quantitative and qualitative data.
Train and evaluate the performance of asmgned persannel
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Dexterity of hands and fingers to operate a computer keyboard
Seeing to read a variety of materials
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