[image: image1.png]Jemez Mountains Electric
Cooperative, Inc.

Your Touchstone Energy® Cooperative ﬂ)r)(




JOB POSTING
Jemez Mountains Electric Cooperative, Inc., (JMEC) is accepting applications for the position of Administrative Professional.  The Administrative Professional will initiate and/or coordinate all clerical and secretarial functions for the Cooperative's General Manager and Assistant General Manager.  A high level of expertise in providing support services allows the General Manager to focus his efforts on providing the most effective level of electric utilities service to customers.  The Administrative Professional serves as a professional liaison between the General Manager and internal and external organizations.  The Administrative Professional will prepare and maintain the annual activity calendar for the General Manager, arrange meetings for the General Manager, and serve as the recording secretary for various Board meetings.   This Administrative Professional will be required to maintain the strictest confidentiality when dealing with sensitive information important to the overall operation of JMEC and as directed by the General Manager.

Required Education Degrees, Certificates, and/or Licenses:
High school diploma or equivalent and five years of relevant business experience. Valid New Mexico Driver’s license or ability to obtain prior to first day of employment required. Must be eligible to be and remain insured as a driver by the Cooperative’s group liability policy for the automotive fleet.  The successful candidate will be required to submit to a thorough background check that will be conducted by an outside professional firm and also be required to demonstrate their proficiency in the use of MS Word, Excel, Power point, Outlook and other applications.
Essential Functions/Job Duties: 
· Comply with established JMEC safety and operations rules, policies and procedures.  

· Transcribe and process correspondence, reports and other assignments for the General Manager; Serve as recording secretary at JMEC regular board, board committee, member district and/or annual meetings.  Maintain appropriate records of such meetings, preserving confidentiality as necessary.

· Will make meeting room and meals arrangements for Board meetings as necessary and send notification of meetings to all participants prior to the meeting.  Gather monthly report data for the board book, prepare and distribute monthly board report to meeting participants.

· Anticipate and prepare board resolutions as assigned and maintain a master file of all board actions and resolutions.

· Generate and maintain the annual activity calendar for the Board of Trustees.  Arrange meetings with the Board and public officials, state legislators or affiliated organizations as requested.  Keeps the General Manager and Board Trustees advised of upcoming events.

· Provide secretarial support to the board elections committee and the director nominating committee.

· Administer the statewide education program and monitor attendance at various local and national meetings and conferences for the trustees.

· Make appropriate travel and lodging arrangements for the Board Trustee member(s), the General Manager, and other employees.   

· Consult with the Cooperative's attorney on Member District and/or Annual Meeting legal requirements and participate in the planning of such events. 
· Manage and upload board documents onto JMEC website.

· Track board attendance for all board meetings, including committee meetings.

· Process board payments in compliance with board policies.

· Perform other appropriate duties that may be assigned by the General Manager.

Job Requirements and Experience: 
Must possess strong communication skills (verbal and written);  Must possess the ability to interact confidently and pleasantly with Board members, managers, co-workers and the general public;  Must possess strong customer service skills;  Must possess strong computer skills and  demonstrated capacity in the use of MS Word, Excel, Power point, Outlook and other applications; Must be able to make sound judgments and decisions in serving internal and external customers;  Must understand the relationship between the Board of Trustees and General Manager;  Must possess the ability to establish positive relationships with members/customers.  Confidentiality in all matters is also a must.  Previous experience with boards of directors, member organizations and the general public would also be valuable.

Only those candidates that possess the criteria listed above will be considered.

Applications will be accepted until the close of business day on July 19, 2024. Please apply for this position by visiting our website at www.jemezcoop.org under our careers tab or mail  or email your resume to: 
Tina Trujillo Archuleta, ttrujillo@jemecoop.org

Human Resources
P.O. Box 128
Española, NM 87532

