
FOR MORE INFORMATION ON YOUR PATH TO SUCCESS, CONTACT YOUR SUPERVISOR OR GO TO OMU ON TED.

Receptionist, Project Analyst, HR Coordinator, 
Customer Service Representative, Contracts

Administrator, Buyer, Administrative Assistant, 
and AR Coordinator.

Job Specific Knowledge
Supervisory Skills
Excellent Written/

Verbal Communication
(See Job Description)

Qualities of Excellence
Decision Making

Job Specific Knowledge
Experience in All Office

Operations
Preparation of Payroll

Supply Requisition
(See Job Description)

Qualities of Excellence
Decision Making

Qualities of Excellence
Decision Making Qualities of Excellence

Decision Making

Job Specific Knowledge
Know All Financial Policies

and Procedures
Supervisory Skills
(See Job Description)

Job Specific Knowledge
Supervisory Skills

Interpersonal Skills
Written/Verbal
Communication

(See Job Description)

Qualities of Excellence
Collaboration & 

Influence

Qualities of Excellence
Inspire & Engage

Qualities of Excellence
Inspire & Engage

Qualities of Excellence
Collaboration & 

Influence

Qualities of Excellence
Planning & 
Alignment

Qualities of Excellence
Planning & 
Alignment

Qualities of Excellence
Planning & 
Alignment

Qualities of Excellence
Conflict Management

Qualities of Excellence
Collaboration & 

Influence

Qualities of Excellence
Delegation &
Accountability

Qualities of Excellence
Coaching & Development

Qualities of Excellence
Planning & 
Alignment

Qualities of Excellence
Conflict Management

Qualities of Excellence
Collaboration & Influence

Qualities of Excellence
Delegation &
Accountability

Qualities of Excellence
Coaching & Development

Qualities of Excellence
Integrity

Qualities of Excellence
Learning & Adaptability

Qualities of Excellence
Self Direction

Qualities of Excellence
Professionalism

Qualities of Excellence
Customer Focus

Qualities of Excellence
Achieving Results
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