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CAI CONTACT
NICOLE WALKER   
PHONE: 
EMAIL: 
<Candidate Name>
SKILLS
Please use this table to list the skills noted in the Required/Desired section of the requirement.  In addition, please respond with the years of experience for each skill and the last time each skill was used.  Add or delete rows as necessary.
	Skill
	Required/Desired
	Years of Experience
	Years Used
	Last Used

	Administrative & Organizational Skills — scheduling, calendar management, file management, documentation, and records maintenance
	Required
	3
	
	

	Microsoft Office 365 Proficiency — specifically Teams, SharePoint, Excel, and Word
	Required
	3
	
	

	Project & Task Tracking — monitoring project milestones, follow-ups, and operational tasks
	Required
	3
	
	

	Multi-Priority Management — handling concurrent administrative, financial, and operational responsibilities in a fast-paced environment
	Required
	3
	
	

	Process Improvement — identifying and contributing to efficiency and organization enhancements
	Required
	3
	
	

	Stakeholder Collaboration — working with staff, board members, and external partners to maintain program consistency
	Required
	3
	
	

	Familiarity with NG911, ESInet, or PSAP operations.
	Highly desired
	1
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