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Security Awareness Training Coordinator / Procurements:
· Training Coordinator
· Completes Requisitions for ETS Security Awareness training
· 
	
Procurements:
· Develops ISO Requirements for RFO/SOW
	
Procurements:
· Reviews IT Procurements
· Completes Procurement Documents for ISO
· 

	
Training Coordinator / Procurements:
· Training Coordinator
· Completes Requisitions for ETS Training
· Customer Liaison w/ OBAS and ETS RE:  Training Procurements; Service Contracts
· Tracking Mandatory Training
· DGS University communication w/ staff
· Reviews IT Procurements
· Completes Procurement Documents for ETS Staff / Manager
· Routes DMCs for approvals
· Complete ABMS Purchase Requisitions
· Secondary Office Support - Mail
· Misc Admin Support Functions
	
Human Resources:
· 
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