
SOAR (Student Outreach, Advancement, and Resources) 

Posting Date: 1/9/2023 

Classification: Work-study 

Description: Primary responsibilities shall be, but are not limited to the following:  

• Organize office and assist associates in ways that optimize procedures 

• Sort and distribute communications in a timely manner 

• Create and update records ensuring accuracy and validity of information 

• Schedule and plan meetings and appointments 

• Monitor level of supplies and handle shortages 

• Resolve office-related malfunctions and respond to requests or issues 

• Coordinate with other departments to ensure compliance with established policies 

• Maintain trusting relationships with suppliers, students, and colleagues 

• Perform receptionist duties when needed 

Qualifications: Student must have a Free Application for Federal Student Aid (FAFSA) 

completed and must be enrolled as a regular student. Student must meet satisfactory academic 

progress (SAP) requirements. Candidate should have excellent people skills and the ability to 

maintain a friendly attitude and work effectively with student, staff and faculty.  

Pay Rate: $12.00 per hour and up to 20 hours per week, as is approved through financial aid.  

Application Deadline: Open until filled 

To Apply: To schedule an interview, please contact Joshua Spivey jspivey@nmjc.edu 575-492-

2737. 

Application Deadline: Open until filled 
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