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- Review Press Releases, Special Releases, Publications, and Infographics
released by the three Services of SSO;

- Prepare and review outgoing letters and other administrative documents;
- Prepare minutes of meetings, and monitor action matters;

- Prepare presentations, messages and other documents needed by the
Deputy National Statistician;

- Coordinate with the Services within SSO, various Offices of PSA, and other
agencies on works concerning SSO; and

- Perform other tasks as may be assigned by the Deputy National Statistician.
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