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KNOWLEDGE AND ABILITIES: 

 
KNOWLEDGE OF: 
Modern office practices, procedures and equipment. 
Oral and written communications skills. 
Operation of standard office equipment including a computer and assigned software. 
Interpersonal skills using tact, patience and courtesy. 
Record-keeping techniques. 

 
ABILITY TO: 
Learn to operate electronic fingerprint equipment. 
Prepare, maintain and process related forms, applications and records. 
Interpret, apply and explain policies, procedures, rules and regulations. 
Learn organizational operations, policies 


