
HOUSING  AUTHORITY

TELEPHONE:  505-869-4153

FAX:  505-869-5275

PUEBI,O OF ISI,ETA
p.o.  BOX 760

ISLETA,  NM  87022

job  Title:  Executive  Assistant

Department:  Isleta  Pueblo  HousingAuthority

Reports  To: Executive  Director

FLSA  Status:  Non-Exempt  ($65,000-$85,000)

Position  Summary

The Executive  Assistant  serves  as a trusted  partner  to the  Executive  Director,  providing  high-level  administrative,
organizational,  and  strategic  support.  This  position  plays  a critical  role  in ensuring  the  efficient  operation  of the  Executive
Office  and advancing  the  mission  or providing  safe,  affordable  housing  and services  to the  community.  The Executive
Assistant  must  exercise  sound  judgment,  maintain  contidentiality,  and demonstrate  professionalism  in altinteractions
with  staff,  Tribal  leadership,  board  members,  partners,  and  the  public.

Key  Responsibilities

1.  ManagetheExecutiveDirector'scalendar,includingschedutingmeetings,coordinatinBtravel,and

prioritizing  appointments.

2. Preparebriefingmaterials,reports,andpresentationsformeetings,conferences,andBoardoT

Commissioners  sessions.

3. Draft,review,andeditcorrespondence,memos,andofficialdocumentsonbehalfoftheExecutiveDirector.

4. Trackdeadlines,actionitems,andfollow-upstoensuretimelycompletionofpriorities.

5. CoordinateBoardofCommissionersmeetings,includingagendapreparation,boardpackets,andmeeting

logistics.

6. Record  and maintain  accurate  meeting  minutes  and official  records.
7. Ensurecompliancewithapplicablepolicies,procedures,andgovernancerequirements.

8. ServeasaprimarypointofcontactbetweentheExecutiveDirectorandinternal/externalstakeholders.

9. FacilitatecommunicationwithTriballeadership,fundinBagencies(includingHUD/NAHASDA),community

partners,  and residents.

10.  Handlesensitiveandconfidentialinformationwithdiscretion.

11.  OverseedailyadministrativefunctionsoftheExecutiveOffice.

12.  Maintainorganizedfilingsystems(electronicandphysical)forrecords,contracts,andcorrespondence.

13.  Supportcoordinationoforganizationalevents,trainings,andspecialprojects.

14.  Assistintrackingorganizationalgoals,strategicinitiatives,andreportingrequirements.

15.  Conductresearchandcompiledatatosupportdecision-makingandgrant/reportingneeds.

4 €i.  SupportspecialprojectsassignedbytheExecutiveDirector.
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Qualifications

Education  & Experience

1.  Associate  or  bachelor's  degree  preferred.

2. Minimumof3-5yearsofprogressivelyresponsibleadministrativeexperience,preferablysupportingsenior

leadership.

3. ExperienceworkinginTribalorganizations,housingauthorities,orpublicsectoragenciesishi@hlydesirable.
4.  One  year  of housing  experience  is preferred.

Skills  & Abilities

1.  Strongorganizationalandtime-managementskillswiththeabilitytomanagemultiplepriorities.

2.  Excellentwrittenandverbalcommunicationskills.

3.  High  level  of  professionalism,  discretion,  and  confidentiality.

4.  Proficiency  in Microsoft  Office  Suite  (Word,  Excel,  PowerPoint).

5.  Abilitytoworkindependentlyandexercisesoundjudgment.

6.  KnowledgeofNAHASDA,HLIDprograms,orTribalgovernanceisaplus.

Work  Environment

This  position  operates  in a proressional  office  environment  and  may  require  occasional  travel,  evening  meetings,  or
attendance  at Board  and  community  events.

Physical  Requirements

1.  ProLongedperiodsofsitting,workingatacomputer,andusingofficeequipment.

2.  Abilitytoliftupto25poundsoccasionally.

Indian  Preference

Indian  Preference  will  apply  in accordance  with  Tribal  and  federal  regulations.
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