
 
 

 
         New Mexico Military Institute 

          Employment Opportunity 
 

                             Cashier 

  
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: The Cashier is a 12-month, full-time position. Under close supervision, provides 

collection, disbursement, and cashiering activities for administration, faculty, staff, and cadets at 

New Mexico Military Institute; receives, processes, and accounts for cadet payments; 

clerical/administrative business office responsibilities. The salary for this position is $31,200 

($15.00 per hour). The job description is available upon request. 

Tasks:  
 

 Receives and posts monies received from 

departments and individuals; prepares bank 

deposits daily; balances cash drawer and vault 

each daily; waits on customers, faculty, staff, 

cadets, and others by taking payments, and 

providing reimbursements. 

 Posts tuition and fees payments to cadet 

automated accounts; receives incoming money 

and balances receipts for the deposit from the golf 

course, Godfrey Center, Alumni Relations, and 

other departments. 

 Verifies and sets up new vendors. 

 Performs other duties as assigned. 

Essential Skills: 

 

 Knowledge of the principles and practices of 

cashiering. 

 Knowledge of manual and automated accounting 

systems. 

 Knowledge of the proper procedures for balancing 

daily receipts and making bank deposits. 

 Skill in counting monies. 

 Skill in reconciling daily receipts with cash 

drawers. 

 Skill in interacting with people from all levels of 

the institute. 

 Skill in data entry techniques. 

Qualifications: 

 

 High School diploma or equivalent. 

 A minimum of two (2) years of Cashier/Teller 

experience. 

 Associate’s degree preferred. 

 Bilingual 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. 

 

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 

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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