
 
 

PUBLIC VACANCY NOTICE 
 

Posting Date:  August 21, 2017   Deadline Date:  Open Until Filled 
   

Position:  Administrative Secretary      Salary Grade: 11- Minimum Starting $12.99/hr. 
 

Departments: Career Services     
               

Job Type:  12 months/Full-Time     FLSA:   Non-Exempt 
 
Reports To:  Director of Career Services  

 
SUMMARY:  Provide administrative, secretarial and office support activities for Career Services.  Will perform all 
duties in a professional manner and maintain confidentiality of all University and student records.  Career Services is 
available to alumni and over 3,500 students attending NMHU main and branch campuses. This position will be very 
knowledgeable of the following services provided by this office:  career advising, resume assistance, mock 
Interviewing, part-time jobs, internships, career employment, career fairs, on campus recruiting, employer 
information sessions, and graduate school resources.   

DUTIES & RESPONSIBILITIES:   

 Greet and interact with students, employers, and faculty to provide accurate information, schedule 
appointments, answer phone calls and make referrals.  Handle confidential student records and employment 
documents; 

 Greet employers and screen their information, process required paperwork, follow through with their 
recruiting requests including:  posting job announcements; scheduling on campus interviews and 
employer information sessions; 

 Assist with coordinating, arranging, and providing class presentations, workshops, information sessions 
and contacting faculty for scheduling employer visits/presentations; 

 Assist students, as needed, with learning and utilizing Career Service’s online programs and services; 

 Supervise and train work-study students and track attendance and payroll records;  

 Maintain student and employer databases, student traffic records, and compile monthly student and 
employer contact reports; 

 Assist with coordination and organization of career fairs. Process facility requests for events, employer 
registrations and invoicing of fees; 

 Create, organize and maintain forms and ensure completion of all documentation of job placements; 

 Ensure student documentation is complete for internships and cooperative education jobs;  

 Respond to inquiries, research, and resolve issues related to career services documentation and 
transactions; 

 Monitor budget and process necessary business and administrative forms such as purchase, check, and 
travel requests; Budget Adjustment Requests; invoices and receipts;  

 Create mail merges and handle correspondence to employers, students, and staff/faculty; 

 Post job announcements on the online job board system, student/faculty email, and campus bulletin 
boards; 

 Create publications, brochures, and marketing flyers for services and events; 

 Organize, maintain and update career resources literature in career lab; 



 Maintain office equipment and supplies; 

 Attend meetings in absence of Director of Career Services; 

 Perform other related duties as assigned; 

 Maintain regular attendance and punctuality. 

MINIMUM QUALIFICATIONS:   

 Education:  High School Diploma or GED required.   

 Experience:  Five (5) years of general Clerical/Secretarial experience 
o Preferred:  Knowledge of SCT Banner, an Associate’s Degree in any field. 

 
EMPLOYMENT REQUIREMENTS: 

 Must be willing to work evenings, weekends, and odd hours. 

 Must be willing to travel. 
 
KNOWLEDGE, SKILLS & ABILITIES: 

 Skill in maintaining attention to detail, multi-tasking, organizing, managing time, prioritizing and being 
creative;   

 Must be customer service oriented: friendly, approachable, outgoing, self-motivated, and comfortable 
with public speaking; 

 Highly proficient in using MS Word, Excel, Publisher, PowerPoint, Outlook, SCT Banner and email; 

 Ability to supervise and train work-study students on customer service, office etiquette, procedures and 
services available; 

 Working knowledge of budget procedures and reporting and other general office procedures; 

 Strong oral and written communication skills; 

 Knowledge of professional office telephone etiquette; 

 Skill in using phone system; 

 Knowledge of general University and Department policies and procedures; 

 Ability to analyze situations and effectively make decisions; 

 Ability to maintain emotional control while working under stress and a fast paced work environment; 

 Ability to use and operate office equipment; 

 Maintain effective working relationships with students, faculty, other departments, and the general 
public. 

PHYSICAL DEMANDS: 

 Repetitive hand motions and prolonged use of computer. 

 Must occasionally lift and/or move up to fifty (50) pounds.  

 Sitting for extended periods of time. 

 Kneel, bend, reach and stoop. 

 Walking for extended periods of time. 

 Ability to see within normal parameters 

 Ability to hear within normal range. 
 
 WORK ENVIRONMENT: 

 Work is performed in a typical interior/office work environment. 

 Work with frequent interruptions. 
 



APPLICATION PROCEDURE:   Interested applicants must submit 1) a letter of interest which details how your 
skills, experience, qualifications meets the requirements for this position, 2) resume, 3) University 
Employment Application, 4) names/addresses/phone numbers of 3 professional references. 
  
References will be contacted in conjunction with interviews. 
 
Submit Application to:  
 

New Mexico Highlands University 
Human Resources 

Administrative Secretary/Career Services Search  
Box 9000 

Las Vegas, NM  87701 
 

Email applications will be accepted:  jobs@nmhu.edu  
 

      For disabled access or services call 505-454-3242 or hr@nmhu.edu  
NEW MEXICO HIGHLANDS UNIVERSITY IS AN EEO EMPLOYER 
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