
 
Promoting healthy relationships and social change in our communities 

 

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

 

Receptionist / Triage
Work Schedule:  Weekdays, Full time 
Salary Range:    $12 - $14 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:  Reception is the point of entry for all services – and is the central communication 
hub for our organization. The Receptionist welcomes and triages incoming calls and walk-ins, 
routes in-coming calls and mail, provides information and referrals and manages the 
reception lobby. This is a fast-paced office, requiring focused multi-tasking and attention to 
detail.   

Computer skills required include Outlook, Word, and Excel on a daily basis. Must be proficient 
in Outlook (email and scheduling), and at least at an intermediate level in WORD and Excel. 
Must embrace the use of technology and be willing to utilize technology in the day-to-day 
operation of business. Daily documentation is a key component of this position.  

Soft skills include the ability to work with a broad range of people and maintain an 
environment that is conducive to serving people in crisis. Strong active listening skills, 
professional phone etiquette (accepting and routing calls using a voice mail and intercom 
system), good decision-making, a non-judgmental and accepting attitude, and attention to 
detail are important in this position.  

We are looking for an experienced professional but may consider applicants with less 
experience for on-the-job training.  Domestic violence counselor certification (may be 
obtained within six months of hire) is required. Clean DMV, license and insurance.    

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.   

 


