
 
 

 
         New Mexico Military Institute 

          Employment Opportunity 
 

                             Administrative Assistant 
Math / Science Division 

  
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, and currently developing a new middle school.  

 

Position: Under general supervision, the Administrative Assistant - Math / Science Division will 

perform various clerical and administrative tasks, including, but not limited to, screening telephone 

calls, maintaining appointment calendars, composing correspondence, reports, and other written 

documents, and maintaining office files and records. The salary for this position is $26,706 ($17.12 per 

hour), as a 9-month full-time position. The job description is available upon request.  

Tasks:  
 

 Composes written documents (e.g. 

recommendations, correspondence, publication 

articles, disciplinary documents reports, and 

other written communications); maintains 

office continuity files on all outgoing 

correspondence; maintains personnel files for 

work area; ensures distribution of office 

correspondence, mail, and other written 

documents.  

 Maintains the budget by tracking expenditures, 

preparing purchase orders and cash 

reimbursements, etc.; obtains pricing and 

availability for major and minor purchases. 

 Other duties as assigned. 

Essential Skills: 

 

 Knowledge of professional ethics and work 

standards, office etiquette, and processes. 

 Knowledge of general office procedures. 

 Knowledge of the NMMI Operations and 

Procedures Manual. 

 Knowledge of the Institute’s mission, purpose, 

and goals and the role of this position in 

achieving them. 

 Knowledge of proper grammar, punctuation, 

and spelling for correspondence. 

 Knowledge of the official protocol for various 

written documents. 

 Knowledge of computer hardware and 

software. 

Qualifications: 

 

 High School diploma and two (2) years of 

extensive experience in clerical administration. 

 Experience in the use of Intel-based computers 

and various software applications. 

 Associate’s degree preferred. 

Why Should You Apply? 

 

 Excellent comprehensive benefits through the 

State of New Mexico: Medical, dental, vision, 

life insurance, retirement, sick leave, annual 

leave, paid holidays, and much more.  

 NMMI offers a rich history and tradition of 

educating tomorrow’s leaders since 1891. 

 Development opportunities. 

 Summertime off. 

How to Apply: Send your application, resume, transcripts, and letter of interest 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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