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Prepares and maintains accurate records, such as those related to personnel, calendars and forms.  
 
Communicates regularly with other SCCOE staff and acts as an advocate for HS/EHS; communicates 
with administrators, personnel and outside organizations to coordinate activities, resolve issues and 
conflicts and exchange information.  
 
Coordinates with management and other service area experts to meet HS/EHS mandates and other state 
and local mandates.  
 
Completes and submits accurate and timely reports.  
 
Maintains confidentiality. 

 
OTHER DUTIES: 
Perform related duties as assigned.   
 
KNOWLEDGE AND ABILITIES:  
 




