
 
 

 
 

Position: Receptionist 
Reports to: Outreach Manager  
Type: Full time (40 hours per week)  
Wages:  $15.00 - $18.00 DOE 
Benefits: Vacation (2 weeks), Sick leave (9 days), Paid  Holidays 
 Medical (80%), Dental and Vision (50%), Life insurance (100%) 
 Retirement Plan (100% match up to 3% of salary 

  
Empower Tehama seeks an experienced Receptionist to greet and welcome visitors and clients; receive 
and route all  incoming calls, mail, and other correspondence; track and record services in client 
database system; and manage the flow of services to ensure prompt, efficient, coordinated and caring 
delivery of services. This is a fast-paced office that requires focus, multi-tasking and attention to detail.  
 
About the Job: The Receptionist is responsible for managing day-to-day operations and 
activities to maintain quality assurance and an efficient flow of services. Works closely with staff 
and Advocates to coordinate crisis calls and walk-ins. Completes all business opening/closing 
tasks and ensures the waiting room and office space is clean, organized and welcoming for 
clients and visitors. Documents all services and activities and works with the Hotline Supervisor 
to monitor documentation of hotline calls and services provided. Daily documentation is a key 
component of this position. 
 
Must be proficient in Outlook and have working knowledge of WORD and Excel. Must be able 
to operate a multi-line phone system. Ability to work with a broad range of people and 
maintain an environment that is conducive to serving high-risk populations and people in crisis. 
Strong active listening skills, professional phone etiquette, good decision-making, a non-
judgmental and accepting attitude, and attention to detail. 
 

About Us: Empower Tehama is a nonprofit organization in 
rural Northern California. Our mission is to promote healthy 
relationships and social change in our communities. We offer 
many services for individuals and families affected by 
domestic violence, dating violence, stalking, sexual assault, 
human trafficking, commercial sexual exploitation of 
children, child abuse or crime. We have a 24-hour hotline, a 
drop-in center, a child advocacy center, and a counseling 
center. We provide legal services, emergency housing, 
housing assistance and school-based services.  

 
At Empower Tehama, we value true collaboration, compassion, integrity and professional 
development. If you are looking for a place to use your strengths and experience in a vital and 
growing organization effecting real change, this may be a good opportunity for you.  
 
To Apply: Applications are available on our website, www.empowertehama.org. Email your 
application, resume and cover letter to HR@epowertehama.org. Valid driver’s license and 
proof of auto insurance are required. Spanish speaking/bilingual candidates encouraged to 
apply.  

 

Empower Tehama is a California At-Will Employer 
Empower Tehama is an Equal Opportunity Employer 


