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JOB QUALIFICATIONS:

● This position requires a person who must be able to work under stress and
deal with the public effectively in a professional manner.

● 2-3 years of relevant experience in an office environment.
● Able to type minimum 35 words per minute (minimum).
● Ability to pay close attention to detail and be flexible in a fast paced and growing

organization.
● Result driven, persistent - able to self-direct and work independently showing

initiative, while seeking guidance when appropriate.
● Ability to work with a team.
● Comfortable multitasking and prioritizing tasks without guidance.
● Time management expertise to ensure tasks are completed in a timely
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