
 
 

 
         New Mexico Military Institute 

          Employment Opportunity 
 

Special Projects Analyst / 
Administrative Specialist - IPA 

  
About the Intermediate Preparatory Academy: IPA is a new middle school opening under the aegis 
of the New Mexico Military Institute (NMMI), a state-supported, co-educational college preparatory high 

school and junior college. In the Fall of 2023, IPA will welcome a founding class of 60 sixth-graders, with 

seventh and eighth grades to be added in subsequent years. An independent day school about a mile from 

NMMI, IPA will offer a unique curriculum incorporating immersive/intensive and hands-on learning 

experiences within a structured environment. 

 

Position: New Mexico Military Institute announces the vacancy of the full-time, 12-month position, Special 

Projects Analyst / Administrative Specialist - IPA of NMMI Intermediate Preparatory Academy (IPA). Under 

the supervision of Head of School, the Special Projects Analyst / Administrative Specialist - IPA will 

organize, coordinate, schedule, and execute various office functions. This position is responsible for 

providing clerical and administrative assistance in addition to monitoring fiscal and budgetary activities to 

ensure that NMMI maintains a strong base for its programs. The Special Projects analyst/Administrative 

Specialist will coordinate communications between administrators, site personnel, parents, students, and the 

general public as needed. The salary for this position is $40,163 ($19.31 per hour). The job description is 

available upon request. 

Tasks:  

 

 Organize, coordinate, schedule, and perform a 

wide variety of clerical activities related to the 

administration of diverse programs and operations 

at a middle school; prioritize and schedule duties 

and assignments to assure efficiency and 

effectiveness and meet established timelines. 

 Provide administrative assistance to the Head of 
School; create, schedule, and arrange 

appointments, meetings, and conferences; 

independently compose letters, memoranda, and 

bulletins as directed; take and transcribe dictation 

as required. 

 Other duties as assigned. 

Essential Skills: 

 

 Knowledge of health and safety regulations. 

 Knowledge of correct English usage, grammar, 

spelling, punctuation, and vocabulary. 

 Ability to perform office, secretarial and clerical 

work to assist the Head of School with a variety 

of administrative tasks. 

 Ability to establish and implement revised office 

procedures according to established guidelines as 

needed. 

 Skill in strong, effective communication, both oral 

and written. 

 Skill in analyzing budgets, statistical data, and 

generating reports. 

Qualifications: 
 

 Associate’s degree or 5 years of 
clerical/administrative equivalent experience. 

 Minimum of two (2) years of extensive 

experience in clerical administration. 

 Broad knowledge of computer software packages 

supporting office and management. 

 Preferred Bachelor’s degree. 

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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