
N O W  H I R I N G  

Administrative Assistant 

Mullenix & Associates  ·  Little Rock  ·  Full or Part Time 

Mullenix & Associates, a Little Rock government relations firm, is hiring an Administrative Assistant 
to help keep the firm organized and running smoothly. 

WHAT YOU'LL DO  
• Assist with day-to-day administrative and client support for the firm 

• Help maintain the firm calendar and coordinate meetings, travel and legislative events 

• Assist with office operations, supplies, vendors and records 

• Help plan and staff firm and client events, including our Arkansas Nights receptions 

• Support communications across the firm and staff 

WHAT YOU BRING  
• Administrative, office or customer service experience 

• Organized, responsive, detail-oriented and discreet 

• A team player who can keep up during the legislative session 

PAY & BENEFITS  
Salary is commensurate with experience. Benefits include paid vacation and personal days, health 
insurance, and a 401(k). 

To apply, send a cover letter and résumé to julie@lobbyarkansas.com 


