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Ability	to	read	and	comprehend	simple	instructions,	short	correspondence,	and	memos.	Ability	to	write	simple	
correspondence.	Ability	to	effectively	present	information	in	one-on-one	and	small	group	situations	to	
customers,	clients,	and	other	employees	of	the	organization.	
$
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Ability	to	add	and	subtract	two-digit	numbers	and	to	multiply	and	divide	with	10’s	and	100’s.		Ability	to	perform	
these	operations	using	units	of	American	money	and	weight	measurement,	volume	and	distance.	
$
9&<'"-*-=$.#*?*,@	
Ability	to	apply	common	sense	understanding	to	carry	out	detailed	but	uninvolved	written	and	oral	instructions.	
Must	possess	the	ability	to	deal	with	nonverbal	symbolism	and	to	deal	with	a	variety	of	abstract	and	concrete	
variables.	
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Be	able	to	effectively	communicate	orally	and	in	writing	in	the	English	language.	Be	flexible	and	a	self-starter,	
able	to	work	without	supervision	and	in	potential	pressure	situations.	Knowledge	and	reasonable	
understanding	of	applicable	sections	of	Title	9	and	client	confidentiality	as	pertains	to	AOD	counseling	and	DUI	
programs.	Must	be	functional	on	a	computer/keyboard	and	learn	agency	data	management	program.	(ADM)	
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While	performing	the	duties	of	this	Job,	the	employee	is	regularly	required	to	sit	for	up	to	two	hours	at	a	time.		
This	job	requires	the	frequent	use	of	keyboard	and	mouse.	


