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*The Executive Assistant serves as technical supervisor and
mentor to the Administrative Assistants. The Executive Assistant
works directly with the Administrative Program Manager of the
Division on defining the staff's role and responsibilities, development
of Performance Management Process (PMPs), review of
performance, and identification of rankings for each performance
area. The Executive Assistant participates with the Administrative
Program Manager in meetings with the staff related to his/her PMP
and, as needed, issues that arise related to role and responsibilities.
The Executive Assistant will sign as a Reviewer on PMPs.
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