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● Interpret policy and make decisions within a defined set of guidelines.
● Communicate clear objectives for assigned programs and activities.
● Deliver a high-level of customer service to district staff and stakeholders.
● Advocate, model, learn and implement Portland Public School’s Racial Equity Initiative.
● Research, compile and verify data and prepare reports.
● Handle stressful and/or sensitive situations with tact and diplomacy
● Communicate effectively both orally and in writing.
● Think critically about a problem, approach from multiple perspectives and adopt an effective course of

action.
● Set priorities, manage workflow and perform multiple complex and responsible activities, for multiple

programs, concurrently with constantly changing priorities and deadlines.
● Think strategically and develop both short- and long-term plans to meet objectives.
● Analyze situations accurately and adopt an effective course of action.
● Assure efficient and timely completion of office and program projects and activities.
● Stay current on practices and trends in K-12 public education.
● Supervise the work of assigned staff, providing work direction, guidance and training.
● Participate in department, school, district and community meetings.
● Read, interpret, communicate and implement a variety of complex laws, guidelines, initiatives and

policies.
● Maintain confidentiality and demonstrate discretion, initiative and good judgment.
● Operate a variety of office machines, technologies and software.

EDUCATION AND EXPERIENCE
A Bachelor’
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