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Composes,��independently��or��from��oral��instructions,��note��or��rough��draft,��a��variety��of��materials��including��
inter�roffice��communications,��e�rmails,��forms,��contracts,��letters,��memoranda,��bulletins,��flyers,��brochures,��
agenda��items��and��other��materials;��reviews��and��proofreads��a��variety��of��documents.��
��
Prepares��and��maintains��a��




