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JOB DESCRIPTION 

 
JOB TITLE:   
                        

Reviewed:     
                                     12/01/2021 

Security Sensitive:  
                                     Yes  

Grade:  
                                     B-25 

Reports To:  
                        President 

 
 

Job Summary 

Under the supervision of the President, the Executive Assistant provides and coordinates 
executive-level support to facilitate the leadership and decision making roles of the 
President. Serves as a liaison between the President’s Office and the institution-at-large. 
Independently performs a variety of administrative staff support duties that require a range of 
skills and knowledge of organizational policies and procedures while maintaining a confidential 
environment. Provides and coordinates various support services for the Board of Regents.  
Maintains and promotes a cooperative, collaborative, customer-focused work environment and 
effective communication between the Office of the President and members of the public and the 
organization as a whole. 

 
Essential Functions 

• Serves as the first direct Office of the President point of contact representing the President 
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• Serves as a liaison between the President and members of the administrative staff and faculty 
by soliciting ideas and information from, and providing information to, these groups to 
promote positive campus relations; 

• Maintains a two-way communication flow with the Office of the President, the campus 
annnd aii

muni  oammi nf ,m he  icand di141 Td
(ao489 0 Td
(ro)Tj
0 Tc 0 Tw 0.837 0 Td
( )Tj
0.402 0 Td
(a)Tj
0.424 0 Td
(nd)Tj
( 116 0 Td
ouTj
0.4nj
0.913(nd)Tj
( 22 0 Td
.011 Tw 0.283 Tw 0.935 0 Tl272 0 Td
(ce)Tj
0 Tc 0 Tw (i)Tj
0.22,( )Tj
0.402 0 Td641)Tj
0.554 0 Td
(nf)Tj
0.bTj
-3o272 0 Td
(he)Tj
0 Tc 0 Tw92.228 0 Td11 T2 Td
326 0 Tds
( )Tj
-0.007 Tc 0.002 Tw 0 2 0 Td
.011 Tw 0)Tj
0.283 0 Td0.005 Tw 0.696 0  0.663 0 Th Tw 1.283 0 70.005 Tw (4 0 Td
(nf)Tj
0.Tj
0.283 0 Tw ( )Tj
1.278 0 Td
(e)Tj
0.44
(a)Tj
9j
0.272 054 0 Td
(nf)Tj
0.02 Tc -0.002 Tw 0.315 0 
(t)Tj
-0.e4 0 Td
(nf)Tj
0.2 0 Td
(141 Td
(a78 0 Td
(i)Tj
0.283 0 Td
(ng)Tj
00 Td
(i)Tjnt
( )TTd
(w)Tj
0.005 Tc.446 0 Td
(n.01j
0.2 0 Td
(141 Td
(ae2 0 Td
.011 Tw 0.315 0 
(t)Tj
-0.v272 0 Td
(ce)Tj
0.00 0 Tw ( )Tj
0.39s  0 Td
(p)Tj
(us)n272 0 Td
(hew 2Td
(hTj
0.28 
(m)Tj
01.943 0 Td
(m)Tj
0.72 Tw 0.924 0  ( )Tj
1.2.315 0 
(t)Tj
-0.83 0 TdTd
(ca)Tj
0 Tc 0 11o572 0 Td(t)e)Tj
0(t)e0 Tw (h)Tj
( )mm-0.005s.v(i)Tj
0 0.837 0 Tuni)Tj
0 Tc 0 Tw (o)Tj
1.9Tj
1.467 0 Td
(tTd
[(pus)-2.y3 0 Td
(,)Tj
( )83 0 Td22 Tc -0.0 Td11/g.j
0.272 0g3 0 Td
(ng)Tj
00 Td
(i)Tjnc
( )TTd(141 Td
(a78 0 TdTd
(ce)Tj
0 Tc 0 Tw (i)Tj
0.2011 Tc 0.011 Tw 183 0 TdTd
(ca)Tj
0.00 0 
0 [(pus)-2.as n
1.467 0 Td
(tTd
[(pus)-2.e Td
(m)Tj
0.739 0 Td
(un)Tj
(i)Tj
 11w 1.576 0s
( )Tj
-0.007 Tc  0.935 0 Ts315 0 Td
(es)Tj
0 Tc 0 Tw 7228 0 Td13262 .y3( )Tj
-0.007 Tc  0.935 0 T83 0 Td22 Tc -0.078 0 Td
(e)Tj
0.4oj
0.283 0 Tj
0 70.739 0 7c 0 Tw 2 )Tj
0.40o
1.467 0 Td
(tTd
(a)Tj
0.42 0 Td
( )Tj
EMC -0.0050.283 0 Tde4 0 Td
(nf)Tj
0..315 0 
(t)Tj
-0.83 0 (poj
0.2sj
1.391 0 Td
( i Td
(m)Tj60.739 0 6c 0 Tw 0.935 0 T46 0 Td
(n)Tj
( )v272 0 Td
(ce)Tj
0.005 Tc 0(m)Tj
0.7e co
1.467 0 Td
(tTd641)Tj
0.539 0 Td
(un)Tj
(i)Tj
0.002 Tc -0.002 Tw 
0 Tc 0 Tw (o)Tj
1.9Tj
1.467 0 Td
(t.y3 0 2Td.002 Tw 083 0 TdTd
(ro)Tj
0 Tc 0 Tw22 Tc -0.0r
( )Tj
0.002 Tc -70.005 Tw 91 0 Td.1

0.761  Td11/g.j
0.272 0 -0.00500.935 0 T78 0 Td
(i)Tj
0.2)Tj
0.2.435 -1.t)Tj
-0.;-0.00500.935 0 T83 0 EMC 
/LBody <</MCID 10 >>BDC 
/TT1 (hef
1450012)Tj9351c 04 (h)647 04 Tm
(•315 0 
5002 Tw 0 2 0 /TT0 (hef
1c 04 Tj9351c 04 114)647 04 Tm
(S315 0 Td
(es)Tj
0 Tc 0 Tw0.002 Tw 0er( )Tj
0.002 Tc -70.005 Tw v272 0 Td
(ce)Tj
0.005 TTw ( )Tj
0.39s( )Tj
0.402 0 Td
(a)Tj
0.424 0 TdTd
(ca)Tj
0 Tc 0 Tw (m)Tj
1.6as( )Tj
0.402 0 Td
(a)Tj
0.424 0 Td (m)Tj
1.6a2 0 Td
.011 Tw 024 0 Td (m)Tj
1.691 0 Td.1

0.761 826 0 Td
(o)Tj
0. Td11/g.j
0.272 0.109 0 Td
(de)Tj
0 Tc 0 0500.935 0 [2.4-13.3 2)Tj( )Tj
-0.007 Tc ( )Tj
EMC24 0 Td (m)Tj
1.6b3 0 Td
(,)Tj
( )e2 0 Td
.011 Tw 0 -0.0050.283 0 Td.696 0  0.663 0 Te2 0 Td
.011 Tw 0e4 0 Td
(nf)Tj
0.Tj
0.283 0 0  .011 Tw 0.283 Td
(e)Tj
0.44
(a)Tj
9(P)Tj
0.554 0 Td
(r)Tj
0.002 Tc -04e)Tj
0.4.315 0 
(t)Tj
-0.e4 0 Td
(nf)Tj
0.2 0 Td
(141 Td
(a78 0 Td
(i)Tj
0.283 0 (m)Tj
0.739 0 Td
(un)T
0 (a)Tj
0en5 0 Tt3( )Tj
-0.007 Tc  (w)Tj
0.005 Tc.m)Tj
0.739 0 Td
(un)T0.935 0 [2an5 0 Td
( )Tj
-0.007 Tc 0.007 Tw 0  0 Td
(141 Td
(ao489 0 
(,)Tj
( ).283 Td
(e)Tj
0.443 0 Td
(,)Tj
( )e2 0 Td
.011 Tw 0.315 0 
(t)Tj
-0.83 0 Td(141 Td
(aC3 0 Td0.002 Tw 0o489 0 Tdc 0 Tw (o)Tj
1.9ll
1.467 0 Td
(t.e3 0 Td

(hTj
0.2g3 0 Td
(ng)Tj
0)e2 0 Td
j
0.272 054 0 TdTd
(es)Tj
0 Tc 0 Tw 141 Td
(a)d( )Tj
0.002 Tc -04i)Tj
0.2)Tj
0.002 Tc -0.0826 0 Td0.88 0 Td
3 0 1.283 0 70.005 Tw 2 0 Td
( )Tj
EMC -0.0050.283 0 Td.315 0 
(t)Tj
-0.a2 0 Td
.011 Tw 078 0 Td
(e)Tj
0.4oj
0.0 Td
(ce)Tj
0.005 TTw ( )Tj
0.[(3262 .2,(( )Tj
-0.007 T -06t)Tj
-0.83 0 Td
(r)Tj
0.0)Tj
0.002 Tc -0.0e2 0 Td
57)Tj
0.0)Tj
0.002 Tc -0.[(bTd
(i7d
3263.9 0s
( )TTd674)Tj
-0.83 0 Td
(r)Tj
0.0of3 0 Td
(a)Tj
0.424 0 .446 0 Td
(n41)Tw 078 0 Td
(e)Tj
0.[44
(
(i7d
 
( )TTd
2 Tc -0.0B109 0 Td
(de)Tj
0 Tc 0 050.002 Tw [(o11 T2 7d
3261450 Td
( )Tj
-0.007 Tc 70.935 0 T83 0 0 Td
(de)Tj
0 Tc 0 05
(t)Tj
-0.of3 0 T
0.402 0 Td
(a)Tj
0.424 0 Td34 )Tj
EMCR3 0 Td052g)Tj
0)e2 0 Td
j
0.272 0g272 0 Td
(ce)Tj
0.005 TTw ( )Tj
0.39n( )Tj
0.002 Tc -04i)Tj
0.2t8 0 TdTd
(ce)Tj
0 Tc 0 Tw (i)Tj
0.22,( )Tj
0.402 0 Td641)Tj
0.554 0 Td
(t)Tj
-0.p3 0 Td
(,)Tj
( )u3 0 Td
(,)Tj
( )bTj
-3l9 0 Td
(un)Tj
(i826 0 Td0.88 0 Tdc2 0 Td
j
0.272 024 0 Td34 )Tj
EMCa2 0 Td
(nf)Tj
0.Tdj
0.283 0 c (59)Tj
-0.p3 0 Td
( )Tj
0.3.315 0 
(t)Tj
-0.826 0 Td0.88 0 Tdv3 0 Td
( )Tj
0.3 Td11/g.j
0.272 0 -0.0050.283 0 Tde4 0 Td
.007 Tw 0  0 Td
(4 )Tj
EMCo489 0 
(,)Tj
( )f3 0 Td3(a)Tj
0.4f3 0 Td3(a)Tj
0.4826 0 Td0.88 0 Tdc2 0 Td
.007 Tw 0826 0 Td7m)Tj
1.6a2 0 Td
j
0.272 0l8 0 TdTd
(ce)Tj
0 Tc 0 Tw (un)Tj
(i2,( )Tj
0.402 0 Td641)Tj
0.554 0 Td
59)Tj
-0.v3 0 Td
( )Tj
0.3 Td11/g.j
0.272 0.315 0 
1007 Tw 0826 0 Td(e)Tj
0.4ou.435 -1.91)Tj
0.554 0 Td
4 )Tj
EMCbo489 0 98 Tc -0.0 Td11Tj
0 70.739 0 7c 0 TwTj
(i)Tj
 1rd)-7 0s
-9.3 2,(( )Tj
-0.007 Tc 06t)Tj
-0.83 0 Td
(t)Tj
-0.f4 0 TdTd
(es)Tj
0 Tc 0 Tw 1007 Tw 0ac
1.467 0 Td
(t.u489 0 Tdc 0 Tw (o)Tj
1.c ( )Tj
EMClj
1.467 0 Td
(t.y3 0 c 04e)Tj
0.4,j
0.283 0 0 59 )Tj
EMC2 0 Td
( )Tj
EMC -0.0050.283 0 Tda489 0 Td
(ro)Tj
0 Tc 0 Tw
(nf)Tj
0.ff,( )Tj
0.402 0 Td924)Tj
-0.83 0 Td3(a)Tj
0.42 0 Td
( )Tj
EMC -0.0050.283 0 Tdu489 283 0 TdTd
(es)Tj
0 Tc 0 Tw98 Tc -0.09n( )Tj
0.002 Tc -04i)Tj
0.2t8 0 TdTd
(ce)Tj
0 Tc 0 Tw 0.935 0 Ts,( )Tj
0.402 0 Td6002 Tw 0 2 0 .446 0 Td
(n41)Tw 0s315 0 Td
(es)Tj
0 Tc 0 Tw  )Tj
0.39r( )Tj
0.002 Tc -70.005 Tw v272 0 
59)5 TTw ( )Tj
0.[(
(
(i7d
d by)1050 T (( )Tj
-w 2t8 0 3d
.007 Tw 04
(a)Tj
9j
0.272 024 0 Td6002 Tw 0C3 0 Td0.002 Tw 0o489 0 
(,)Tj
( )91 0 Td.7m)Tj
1.691 0 Td.1

0.761 e2 0 Td
j
0.272 0g272 0 
(ng)Tj
0)e2 0 Td
j
0.272 054 0 0 Td
(de)Tj
372 0 Td6002 Tw [(by c1 T2 6 2)(( )Tj
-0.007 T2-04e)Tj
0.439 0 Td
(un)Tj
(i)Tj
0.002 Tc -0.002 Tw 0826 0 TTd
(es)Tj
0 Tc 0 1Td0.88 0 Tdca
1.467 0 Td
(t.t3 0 c 1.002 Tw 0i272 0 
59)5 TTw
(e)Tj
0.[4ng)1050 T a(
(i7d
nd(( )Tj
-w 2/8 0 3d3(a)Tj
0.4o489 0 
(,)Tj
( ).315 0 
(t)Tj
-0.83 0 Td60 Tc -0.0826 0 Td0.88 0 Td
3 0 1t8 0 TdTd
(ce)Tj
0 Tc 0 Tw70.935 0 T9r( )Tj
0.002 Tc -70.935 0 Tp3 0 Td
(,)Tj
( ).315 0 
(a)Tj
0.4e489 0 Tdc 0 Tw (o)Tj
1.Td
.011 Tw 07.109 0 Td
(de)Tj
0 Tc 0 [4n(
(1 (g (( )Tj
-0.007 T2-1.002 Tw 0p3 0 Td
(,)Tj
( )oTj
-3l9 0 Td
0.935 0 T826 0 Td7m)Tj
1.6c2 0 Td
j
0.272 0y272 0 
(ng)Tj
0),j
0.283 0 0 87)Tj
0.[4d
(
(i7d
c
( )TTd(141 Td
(a78 0 Td
(un)Tj
(i2315 0 
141 Td
(a78 0 Td
7m)Tj
1.6oTj
-3n3 0 TdTd
(es)Tj
0 Tc 0 Tw98 Tc -0.02,( )Tj
0.402 0 Td641)Tj
0.554 0 Td6m)Tj
1.6a2 0 Td
j
0.272 0n272 0 
(ng)Tj
0)d3 0 Td
(,)Tj
( ) 2 0 .446 0 Td
(n52gj
0)doc3 0 c 
j
0.272 0u3 0 Td
(,)Tj
( )m8 0 TdTd
(ce)Tj
0 Tc 0 Tw73 Tc -0.09n( )Tj
0.002 Tc -04i)Tj
0.2t8 0 Td20.005 Tw 2 0 Td
(91)Tj
0.554 0 Td
041 Td
(a78 0 TdTd
(ce)Tj
0 Tc 0 Tw (i)Tj
0.22s
1.467 0 Td
(t.u489 0 T33c 0 1Td7.935 0 [2
(
(i7d
d by)( )Tj
-w 2  (w)Tj
0.005 TcTd
4 )Tj
EMC.283 Td
(e)Tj
0.44
(a)Tj
9j
0.272 024 0 Td
59)Tj
-0.C3 0 Td05m)Tj
1.6oTj
-3l9 0 Td
0.935 0 T91 0 Td.1

0.761 e2 0 Td
j
0.272 0g272 0 Td
(ce)Tj
0.005 TTw ( )Tj
0.39,( )Tj
0.402 0 Td69
0.272 024 0 Td
59)Tj
-0.g272 0 
(ng)Tj
0) Td11/g.j
0.272 0 -0.0050.283 0 Tdh3 0 Td
(,)Tj
( )e4 0 Td
.007 Tw 0.315 0 
(a)Tj
0.4826 0 Td0.88 0 Td
g489 0 98 Tc -0.005 TcTd
4 )Tj
EMC826 0 Td0.88 0 Td
3 0 1f109 0 Td
(de)Tj
0 Tc 0 Td
(a)Tj
0.4or( )Tj
0.002 Tc -
(a)Tj
0.4)Tj
0.002 Tc -0.0a489 0 Tdc 0 Tw (o)Tj
1.Td
j
0.272 0 i
1.467 0 Td
(t.onj
0.283 0 0 Td
(de)Tj
0 Tc 0 1.91e)Tj
0.[4a1 T2 6 2nd
( )Tj
-0.007 Tc 
.007 Tw 0  0 T0 Td
(de)Tj
0 Tc 0 05
4 )Tj
0.[(p32615 2)(( )Tj
-0.007 T1 
(a)Tj
0.4v3 0 Td
( )Tj
0.3826 0 Td0.88 0 Tdd3 0 Td
(,)Tj
( )78 0 Td
7m)Tj
1.6
g489 0 98 Tc -0.005 TcTd
4 )Tj
EMC826 00 Td
(de)Tj
0 Tc 0 05
(e)Tj
0.[4nf2615 2)(
(1 (r(( )Tj
-0.007 T1 0.002 Tw 0)Tj
0.002 Tc -0.0a489 0 .j
0.272 0 -0.0050.283 0 Td78 0 Td
(un)Tj
(ionj
0.283 0 1d
4 )Tj
EMC.283 Td
(e)Tj
0.4oj
0.283 0 0 84 )Tj
EMC.283 Td
(e)Tj
0.44
(a)Tj
9.007 Tw 0  0 T0446 0 Td
(n41)Tw 0P3 0 0 54e)Tj
0.4r315 0 Td
(es)Tj
0 Tc 0 Tw (a)Tj
0.4es
1.467 0 Td
(t.i3 0 c 10 Tc -0.083 0 TdTd
(es)Tj
0 Tc 0 Tw48 Tc -0.09n( )Tj
0.002 Tc -04i)Tj
0.2t8 0 Td
(e)Tj
0.4,8 0 Td
3907 Tw 0  0 T0 Td
(de0 05
9e)Tj
0.[4a1 T 6 2nd 326350 T
(
(i7d
p)( )Tj
-w 2 957)Tj
0.4r315 0 Td
(es)Tj
0 Tc 0 Tw (a)Tj
0.4es
1.467 0 Td
(t -
(a)Tj
0.4e4 0 Td
.007 Tw 0
3 0 1t8 0 Td
(un)Tj
(i826 0 Td0.88 0 Td
g489 0 98 Tc -0.005 TcTd
3907 Tw 0t8 0 Td
(e)Tj
0.[44
(
(i7d
 (( )T0P3 0 Tj
0 70.739 0 7c 0 1002 Tc -0.0re( )Tj
0.002 Tc -70.935 0 T2 0 Td
( )Tj
EMC826 0 Td0.88 0 Tdd
(a)Tj
9.007 Tw 0n272 0 
8907 Tw 0t8 0 Td
(e)Tj
0.(’ 0 Td
(1007 Tw 02 0 Td
(91)Tj
0.554 0 Td
3907 Tw 0O3 0 Tj
0 70.739 0 7c 0  -7(w)Tj
0.0ff( )Tj
0.402 0 Td6.002 Tw 0i272 Tj
0 90.739 0 9)5 TTw
7.935 0 [2c
(
(0 6 2 )(
0 Tn(( )Tj
-0.007 T2-13)Tj
0.554 0 Td
2 )Tj
EMC2 0 Td
(91)Tj
0.5e4 0 Td
24)Tj
-0.91 0 Td.1

0.761 e2 0 Td
j
0.272 0c4 0 Td
24)Tj
-0.t8 0 Td
(e)Tj
0.(54 0 0c4 0 Td69
0.272 0o489 0 
(,)Tj
( )91 0 Td.(e)Tj
0.(91 0 Td.61)Tj
0.5e4 0 Td
j
0.272 0g272 0 Td
(ce)Tj
0.005 TTw ( )Tj
0.39 c
1.467 0 Td
(t.o3 0 c .002 Tw 0)Tj
0.00(un)Tj
(i)Tj
0.0Tdc 0 Tw (o)Tj
1.Td02 Tc -0.0itt8 0 TdTd
(ce)Tj
0 Tc 0 (ees;
1.467 0 Td
(t2.402)Tj
0.(54 0 EMC 
ET
BT
/LBody <</MCID 14 >>BDC 
/TT1 (def
14w
712)Tj)Tj11.0419
0583.08 Tm.(•4 0 Td
5e)Tj
0.(54 0 /TT0 (def
11.041Tj)Tj11.041114 583.08 Tm.(S3 0 Tj
0 70.739 0 7c 0  -554)Tj
0.[4a1 8 6 2fe(( )Tj
-0.007 T1  (w)Tj
0.0g272 0 
(ng)Tj
0[(ua(
(i7d
r
( )TTdd0.88 0 Tdd3 0 Td
7 )Tj
EMC2 0 Td
(91)Tj
0.554 0 Td641)Tj
0.5 -0.0050.283 0 Tdh3 0 Td
(ng)Tj
0)e2 0 Td
j
0.272 054 0 0 Td
(ce)Tj
0.005 TTw641)Tj
0.5co( )Tj
0.002 Tc -0.007 Tw 0n272 0 
8907 Tw 0f 0 Td
((t)Tj
-0.78 0 Td
7m)Tj
1.683 0 TdTd
(es)Tj
0 Tc 0 Tw48 Tc -0.09n( )Tj
0.002 Tc -0.011 Tw 078 0 Td
7m)Tj
1.678 0 Td
7m)Tj
1.6a489 0 .j
0.272 0lTj
0.0Tdc 0 Tw (o)Tj
1.Td
7m)Tj
1.67t
1.467 0 Td
(t.y3 0 c 054)Tj
0.554 0 Td6m)Tj
1.6of 0 Td
8(t)Tj
-0.83 0 Td641)Tj
0.5C3 0 Td05m)Tj
1.6oTj
-0 Tdc 0 Tw (o)Tj
1.Td
(,)Tj
( )9l
1.467 0 Td
(t.e3 0 c 011)Tj
0.0g272 0 
(ng)Tj
0)e2 0 Td
j
0.272 054 0 Tj
0 90.739 0 9)5 TTw641)Tj
0.5ad( )Tj
0.002 Tc -0.011 Tw 0)Tj
0.002 Tc -0.0826 0 Td0.88 0 Td
3 0 1826 0 T70.935 0 T2 0 Td
(91)Tj
0.5 -0.0050.283 0 Td.315 0 
(a)Tj
0.4a489 0 .j
0.272 0 -0.00507m)Tj
1.678 0 Td
(e)Tj
0.4onj
0.283 0 1d.002 Tw 0by489 0 98 Tc -0.005 TcTd6.935 0 [2
(
(i7d
xe
( )TTd( )Tj
EMC.315 0 
(a)Tj
0.4c489 0 .j
0.272 078 0 Td
(un)Tj
(i2 0 Td
(91)Tj
0.5826 0 Td0.88 0 Td
g489 0 98 Tc -0.005 TcTd6m)Tj
1.683 0 0i272 Tj
0 90.739 0 9)5 TTw77.935 0 [2s(
(1.3 (cr(( )Tj
-0.007 T1 16

0.761 e2 0 Td
.011 Tw 078 0 Td
7m)Tj
1.678 0 Td
7m)Tj
1.6onj
0.283 0 1d.002 Tw 0826 00 Td
(de)Tj
0 Tc 0 05
7m)Tj
1.6
54 0 0 Td
(ce)Tj
0.005 T-35 957)d
(n41)Tw 0co( )Tj
0.002 Tc -04a)Tj
0.4icet.t3 0 c 174  ode0 6onj
0.j
-0.007 T1 576Tc -0.005 TcTd413eesa o,t.y3 0 c 04e ee





 4 

• Ability to travel with the Board to conferences and workshops as required; 
• Ability to work evenings to attend Board meetings; 
• Ability to work under stress; 
• Subject to criminal background check. 

 
 
NOTE:  The above statements are intended to describe the general nature and level of work being 
performed by the person assigned to this job.  They are not intended to be an exhaustive list of all 
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