14. Major Duties and Responsibilities
100% of time

Coordinate interaction with local and U.S. businesses. Elicit business information to support research
material collection and to assist in counseling. Assist planning/execution for CS events and services
including discussions with companies. Input data into CTS and other CS e-resources. Provide
information to local and U.S. businesses s instructed. Prepare/assemble trade promotion materials.

Draft business/research reports/information. Conduct interviews for data collection in English and
Spanish language. Assist with the creation of on-line resources using social media and internet tools.



