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ANIMAL RESCUE LEAGUE




Job Title:
 Shelter Manager

Department:
 Shelter

Reports To:   Director of Operations

FLSA Status: Exempt


SUMMARY

The Shelter Manager is responsible for the oversight of daily operations of the shelter including all activities associated with animal care, transport and emergency operations. Assists with training and supervision of animal care staff.  Ensures a safe and operational working environment and supports the League’s mission.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. 

· Trains, supervises, and monitors the shelter staff and animal care volunteers
· Responsible for personnel related tasks including new hire training, work schedules, work assignments, termination, and leave requests

· Develop and ensure compliance with Standard Operating Procedures

· Attends managers meetings and contribute to the shelter’s objective and mission

· Performs hands-on animal care, euthanasia, and handling as needed

· Assists with identification and review of animals for disposition including “move to adoption” and need for euthanasia

· Interfaces and cooperates with other departments within the organization

· Completes yearly Performance Reviews and provides at least quarterly feedback as it relates to their subordinates 

· Reports issues needing immediate attention to the Director of Operations

· Responsible for daily animal inventory and supply inventory
· Responsible for daily inspection of all animal holding areas

· Assist with animal behavioral assessments when needed

· Communicates with staff in a consistent manner

· Communicates with other departments regarding shelter operations

· Assist with developing and managing the shelter budget

· Other duties may be assigned
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Must support the Animal Rescue League’s mission, policies, and practices

· Must have a background in business operations and managing personnel

· Must be able to provide accurate information to the public at all times

· Must make a good appearance and have the ability to deal tactfully and effectively with the public

· Must hold Florida certification in euthanasia or obtain certification prior to completing 120 probationary period.

· Must have detailed knowledge of all operations and departments of organization including, but not limited to, all systems (security, computers, telephone)

· Must have excellent oral and written communication skills including professional phone etiquette

· Must have considerable knowledge of applicable federal, state, county, and city animal welfare regulations

· Must have demonstrated ability to communicate both in written and oral form; to plan, organize and direct the work of others; to gather, assemble, correlate and analyze facts and devise solutions or plans

· Must have the ability to multitask and delegate work and supervise staff
· Must be able to deal with staff with diplomacy and respect
· Required to stay onsite during Disaster Plan activation 
PREFERRED QUALIFICATIONS

· Prior experience with animal protection and/or sheltering

· Knowledge and experience pertaining to animal behavior
· Working knowledge of Chameleon  or other shelter database

· Certification from courses associated with animal sheltering and behavior
· Bilingual -Spanish preferred
· Associates degree or one year related experience and/or training involving retail sales and managing employees; or equivalent combination of education and experience. 

EDUCATION and/or EXPERIENCE

· High School Diploma or GED

·  Five (5) years related experience and/or training involving animal sheltering and/or managing employees; or equivalent combination of education and experience. 

COMPUTER SKILLS

· Advanced knowledge of Microsoft Office

· Advanced computer skills, including but not limited to ability to access databases, check company e-mail and etc. 

MATERIALS and EQUIPMENT USED

· Multi-line phone system

· Fax machine

· Scrubbers, squeegees, broom/dustpan, mop and bucket

· Syringes, catheters, controlled substances, sedatives

· Leashes collars, harnesses

· Control sticks, snap snares

· Microscope

· Hoses with and without pressure attachments

· Computer

· Hand tools (i.e hammer, screwdriver, pliers)

· Copier

· Wheeled Carts and wheeled tables

PHYSICAL DEMANDS

The physical demands described here are representative of those that must met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions:

· While performing the duties of this job, the employee is consistently required to stand, move, and kneel or crouch.  In addition the employee is constantly required to talk, hear, listen and use hands for grasping, reaching and other operative tasks. The employee is required to stand and sit frequently.  The employee will also be required to bend neck and twist body. The employee will be required to consistently lift an animate or stationary object of up to 50 pounds

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions:

· While performing the duties of this job, the employee is frequently exposed to an indoor office environment climate condition. The employee is occasionally exposed to outdoor weather conditions. Employee may be required to drive up to 50 miles and may be required to travel overnight. The employee is constantly exposed to animal odors and animal fur. 

· The noise level in the work environment is usually moderate to loud.
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