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application to a variety of accounting transactions and problems.  
Ø Applicable federal, state, and local laws, codes, and regulations as well as industry standards and best 

practices pertinent to the assigned area of responsibility. 
Ø Office and mandated safety rules, regulations, and protocols. 
Ø Principles and practices of developing and maintaining technical documentation, files, and records. 
Ø Techniques for providing a high level of customer service by effectively dealing with the public, 

vendors, contractors, and SMCOE staff. 
Ø The structure and content of the English language, including the meaning and spelling of words, rules 

of composition, and grammar. 
Ø Modern equipment and communication tools used for business functions and program, project, and task 


