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Participates in the program’s effort to identify, prioritize and resolve problems related to student health 
and safety, especially as these issues often disproportionately impact minority or other priority 
populations as identified in the TUPE grant. 
 
Uses word processing, database, graphic, and spreadsheet software programs as well as standard office 
equipment and other peripheral device. 
 
Assists in special projects related to grant development, implementation and reporting. 
 
OTHER DUTIES: 
Performs related duties as required. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Principles of alcohol, tobacco, and other drug prevention, intervention and cessation including the 
handling of tobacco and/or e-cigarette devices. 
Alcohol, tobacco, and other drug intervention and cessation programs and approaches. 
Effective office principles, procedures and practices including proper report writing, document 
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machine, calculator, copier, and other peripheral equipment. 
Use word processing, graphic, database, web technology, online conference platforms, spreadsheet, and 
other software programs. 
Establish and maintain cooperative relationships with those contacted in the course of assigned duties. 
Analyze situations accurately and adopt an effective course of action. 
Meet schedules and timelines. 
Work independently with little direction.  
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