
 
 

ACCOUNTING ASSISTANT 
Work Schedule:  Weekdays, Full time 
Salary Range: $14 - $16 per hour  
Benefits: Vacation (2 weeks), Sick leave (9 days), Holidays (11); Medical 

(80%), Dental (50%), Vision (50%), Life insurance (100%).  AFLAC 
available pre-tax. Retirement (100% match up to 3% of salary).    

The Job: This position is responsible for various accounting duties as assigned which may include 
deposits, accounts payable, accounts receivable, spreadsheets and account reconciliations in 
accordance with Generally Accepted Accounting Practices (GAAP). 

Key responsibilities include but are not limited to assisting the Accounting Manager as needed 
with accounts receivable and accounts payable support, assisting with general administrative 
duties, processing billing for the Victim Witness program, preparing monthly invoicing for Tehama 
County grants, assisting in preparing annual budgets, assisting with annual audit.  

File and Record Management (cross train) is another integral piece of the position, including 
utilizing electronic file management systems (DocStar) for documenting accounts payable, visa 
activity, accounts receivable and any items which must be maintained in the DocStar system.  

Other important skills include strong organizational, writing and verbal skills, being self-directed, 
highly motivated and reliable. The ideal candidate will have three years of accounting 
experience and be proficient in using computerized accounting software and spreadsheets. 
Valid California Driver’s License and proof of insurance required.     

Empower Tehama provides a broad range of services designed to promote healthy 
relationships, inspire personal and social change in our community. We provide services for 
individuals and families impacted by domestic violence, sexual assault, human trafficking or 
abuse. We offer child, family and relationship counseling, prevention programs in local schools 
and provide services for batterers and those at risk of becoming abusive.  

We value excellence, integrity, compassion, collaboration and professional development. 
Empower Tehama embraces a strengths-based framework where your ideas and input are 
valued.   

To Apply: Go to www.empowertehama.org to complete the application. Send the application, 
your resume and cover letter (email is acceptable) to hr@empowertehama.org. Empower 
Tehama will contact you if selected to continue in the recruitment process. Open until filled.   

 

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