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Ability to:  Efficiently and effectively perform highly responsible and technical lead clerical 
functions; organize and maintain a specialized data and record management, storage, and 
retrieval system; assist in the acquisition, processing, storage, and distribution of instructional 
materials and equipment; prepare clear and concise reports; communicate effectively in oral 
and written form; effectively operate a micro-computer and use appropriate software 
applications; work effectively and with flexibility in an atmosphere of frequent interruptions and 
changes in task priority; 


