
 

 
New Mexico Military Institute 
    Employment Opportunity 

 
Alumni Relations – Special Events Coordinator 

  
About New Mexico Military Institute: NMMI is a state-supported, co-educational college 

preparatory high school and junior college, complete with Junior and Senior ROTC programs. With 

a Corps of Cadets numbering up to 1000 young men and women, NMMI provides an accredited 

college preparatory curriculum on the high school level.  
 

Position: Under general supervision of the Executive Director of Alumni Relations. Duties 

include NMMI Alumni Event planning, coordination and implementation of Alumni and NMMI 

Sponsored activities and events including Legacy Dinners & Ceremony, annual Homecoming, 

Trail Ride, General’s Cup and Motorcycle Rally, and Meet & Greets. Travel will be required. 

Experience in planning is key. The Special Events Coordinator will control an event from 

conception to clean up as well as managing, preparing and updating the event budget. They will 

meet with vendors to work out event details to plan and book locations, food, entertainment, staff 

and cleanup. Ensure the event runs smoothly, efficiently and handle any crisis that may arise. Job 

description available upon request. The pay range offered for the Special Events Coordinator 

position is $37,000 to $42,000. 

Responsibilities: 

 Event planning, design and production while 

managing all project delivery elements within 

time limits from conception to completion. 

 UniMarket knowledge and PO creation for 

event specific vendors. 

 Liaison with clients to identify their needs and 

to ensure customer satisfaction  

 Travel to events related to Alumni Relations 

Essential Skills: 

 Communication: Ability to effectively 

communicate with high-level managers, staff 

and faculty, alumni, community members, and 

the general public both over the phone, by 

email and in person in a positive, friendly and 

team oriented manner. 

 Calm under Pressure: Many things can go 

wrong during an event, and something 

eventually will.   

Qualifications: 

 Associate’s degree or in place of degree, 3 

years relevant experience 

 Excellent communication skills, including 

writing, proof reading skills, and speaking. 

 Preferred: Bachelor’s Degree in Business or 

equivalent 

 Preferred: Experience 2-3 years in Event 

Planning 

Why Should You Apply? 
 

 The Alumni Relations Office at NMMI offers 

a unique opportunity for career growth, 

networking and travel around New Mexico 

and the United States 

 Excellent comprehensive benefits through the 

State of New Mexico: Medical, dental, vision, 

life insurance, retirement, sick leave, annual 

leave, paid holidays, and much more   
 

How to Apply: Send application, resume, letter of interest, and transcripts to the NMMI HR 

Office located in Lusk Hall, 101 W College Blvd, Roswell, NM, 88201 or email to 

employment@nmmi.edu . Applications are located at: https://www.nmmi.edu/human-

resources/employment-opportunities/   NMMI is an Equal Opportunity Employer. 
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