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"Sustaining the heritage of Tamaya's future through building quality, safe, and affordable housing.
Mission
“To unify and educate the community, in order to improve the quality of life by establishing housing solutions through fair and equitable housing policies.”
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JOB VACANCY ANNOUCEMENT

Position Title: Administrative Assistant
Reports To: Executive Director
Department: Administration
Location: Tamaya Housing Inc., 37B Day School Rd., Santa Ana Pueblo, NM 87004
Classification: Full-Time / Non-Exempt
Salary: DOE
Opening Date: Monday, November 3, 2025
Closing Date: Friday, November 21, 2025, at 5:00 p.m. (MST)



Position Summary
Under the direct supervision of the Executive Director, the Administrative Assistant contributes to the effective and efficient operation of Tamaya Housing Inc. by performing a variety of high-level administrative, support services, and financial services. This position provides professional support to ensure compliance with the Native American Housing Assistance and Self-Determination Act (NAHASDA), HUD program requirements, and THI’s internal policies and procedures. The incumbent will maintain strict confidentiality and demonstrate professionalism, accuracy, and integrity in all duties performed.

Essential Duties and Responsibilities

Administrative & Clerical Support
· Serve as the first point of contact for the organization, greeting visitors, answering incoming calls, screening inquiries, and directing them to the appropriate staff.
· Compose, type, and proofread routine correspondence, reports, forms, meeting minutes, memos, and other documents.
· Schedule and coordinate meetings, appointments, and travel arrangements for the Executive Director, and THI staff.
· Prepare Board of Directors’ meeting packets, agendas, minutes, and resolutions; record and maintain official Board records.
· Maintain office supplies and inventory; coordinate purchase orders and vendor invoices.
· Assist with preparation, filing, and submission of required reports to federal, tribal, and internal entities.
· Process housing management and operation issues/concerns according to policies.



Records & File Management
· Establish and maintain a well-organized filing and retrieval system for administrative, financial, and client records in compliance with HUD/NAHASDA requirements and THI policies.
· Maintain confidentiality of all sensitive and proprietary information.
· Ensure timely archiving and destruction of documents according to THI’s record retention policy.
Financial & Accounting Assistance
· Process housing payments, update financial data in Kanso, reconcile payments and process financial batch payments for approval.
· Record, track, and file all incoming invoices from vendors, contractors, and suppliers.
· Assist in processing accounts receivable transactions, including issuing receipts and maintaining client payment logs.
· Support monthly reconciliation activities and assist the Finance Department with data entry, reporting, and audit preparation.

Client & Program Support
· Provide administrative support to THI’s housing programs, including tenant communication, notices, and documentation.
· Assist residents with general inquiries, forms, and applications while maintaining a courteous and professional demeanor.
· Coordinate with the Executive Director and Housing Program Specialists on participant issues, including late payments, notices, and correspondence.

Communication & Coordination
· Prepare and distribute internal and external communications, announcements, and notices.
· Maintain the THI calendar and ensure timely communication of meetings, deadlines, and events.
· Assist in preparing reports, grant documentation, and submissions for tribal, federal, or funding entities.

Compliance & Professional Conduct
· Follow all THI policies and procedures adopted by the Board of Directors.
· Comply with confidentiality, data privacy, and ethical standards at all times.
· Represent THI professionally in interactions with residents, vendors, and community members.

Minimum Qualifications
· High School Diploma, or GED required.
· Five (5) years of administrative or secretarial experience, preferably in a housing, tribal government, or non-profit organization.
· Equivalent combinations of education and experience will be considered.
· Must be computer literate and proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint).
· Typing speed of at least 40 words per minute with accuracy.
· Excellent grammar, spelling, math, and organizational skills.
· Demonstrated ability to maintain confidentiality and handle sensitive information.
· Must possess and maintain a valid New Mexico driver’s license.
· Must successfully pass a background check and pre-employment drug screening.
Preferred Qualifications
- Associate of Arts degree.
- Knowledge of NAHASDA, HUD regulations, and tribal housing programs.
- Experience working within a tribal community or tribal organization.
- Familiarity with procurement, contracting, and financial documentation.
- Experience with QuickBooks, Abila MIP Fund Accounting, or similar financial software.
- Experience with Kanso, eLOCCS, and GEM software.

Knowledge, Skills, and Abilities
- Strong organizational and multitasking skills.
- Excellent written and verbal communication abilities.
- Ability to maintain a professional and courteous demeanor.
- Detail-oriented with strong time management skills.
- Ability to work independently with minimal supervision and as part of a team.
- Sound judgment, discretion, and reliability in handling confidential information.
- Ability to adapt to changes and handle multiple priorities effectively.

Work Environment & Physical Requirements
- Work is performed in a standard office setting.
- Must be able to sit, stand, and walk for extended periods.
- May occasionally lift to 25 pounds.
- Regular attendance and punctuality are essential.
- Must be able to operate general office equipment (computer, copier, fax, printer, phone).

Conditions of Employment
- Must comply with all Tamaya Housing Inc. policies, procedures, and personnel guidelines.
- Subject to a background investigation and pre-employment drug screening.
- Must possess and maintain a valid New Mexico Driver’s License and meet insurability requirements under THI’s insurance policy.

Application Process
Interested applicants may obtain a full job description or submit a completed THI Employment Application, résumé, and cover letter to:

Tamaya Housing Inc.
Attn: Corrine Yepa, Program Manager
378 Day School Rd.
Santa Ana Pueblo, NM 87004
Phone: (505) 771-2060 | Fax: (505) 867-6120

Deadline: Friday, November 21, 2025, at 5:00 p.m. (MST)
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