Employment Opportunity: Administrative Assistant

Susanville Sanitary District Position Overview:
Susanville Sanitary District is seeking a highly organized and reliable Administrative & HR Assistant. The position performs responsible clerical, secretarial, and administrative support duties for the District, including office operations, customer service, billing, and assistance to the General Manager.
 Requirements: 
· Valid California driver’s license with acceptable driving record 
· High School Diploma or GED 
· Three years of increasingly responsible secretarial, clerical, or administrative experience involving frequent public contact (special district experience desirable) 
· Strong skills in Microsoft Word and Excel 
· Excellent written and verbal communication skills 
· Ability to work independently with minimal supervision
Salary:
$3,771 – $4,584 per month, based on qualifications 
Benefits: 
· PERS retirement (2.5% @ 55 for classic members; 2% @ 62 for new members) 
· 95% of medical insurance costs are covered for employees and families 
· 100% coverage for dental and vision insurance 
· Pre-employment drug screen and physical examination required
Application Process:
Download the application and job description at www.susanvillesanitarydistrict.com. Submit the completed application and resume to: 
· Mail: Susanville Sanitary District, 45 S. Roop St., Susanville, CA 96130 
· Email: morgan@susanvillesanitarydistrict.com
Applications accepted through April 15, 2026
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