
Position Title:   Adoption Counselor/Customer  
       Care Specialist 
Reports to:       Shelter Manager 
Status:      Full Time – Hourly – 40 hours 
       Part Time – Hourly – up to 20 hrs 

 

 
 
 
Job Duties – To include but not limited to: 
 
The position performs record keeping and clerical duties in addition to providing support to 
Animal Care Specialists and the medical staff. 
 

 Welcome guests with a warm and friendly demeanor.  

 Answer incoming telephone calls and e-mails. Provide knowledgeable advice including 
answering questions regarding adoption services, fees, and general HSMC services. Direct other 
questions to the appropriate HSMC employee or department. 

 Handle emergency situations by following established shelter policies and procedures. Attempt 
to reassure distressed pet owners.  

 Follow shelter policies regarding animal admittance.  

 Finalize adoptions, including entering all charges into the computer. Review post-adoption 
instructions and dispense medications. Review services rendered to the pet and inform adopter 
of the total amount due.  

 Accept payment. Accurately process cash, checks, and credit card payments.  

 Schedule appointments including obtaining all necessary information concerning the animal and 
owner. Review acceptable payment arrangements with the client.  

 Perform over-the-counter selling of pet foods and supplies. Exercise a technical knowledge of 
products sold.  

 Enter data into the computer system as required. Retrieve and modify stored records. Assist in 
the updating of adopter/patient files as needed. Perform closing procedures at the end of the 
day including balancing the cash drawer, running end-of-day reports, preparing the bank deposit 
and presenting reports and deposit to the supervisor in charge.  

 Clean and straighten public areas including the front desk, reception area, waiting area, public 
bathrooms, and exam rooms.  

 Cross train, as time allows, in Animal Care Specialist responsibilities if not already known.  

 Perform other duties as assigned.  
 
 
 
This job is full time 40 hours, 5 days per week between Monday to Sunday based on an 8 hour day 
scheduled between 8:00 to 5:00 with a one hour lunch or 8:30 to 5:30 with a one hour lunch. This job 
requires weekend and holiday work days. 
 
Part time is 20 hours scheduled between Monday to Sunday. This job requires weekend and holiday 
work days. 
 
 

 



 
 
Qualifications:  
 

 Two years’ job experience working at a veterinary practice or animal shelter, but will consider 
applicants with less experience if they are motivated to learn and contribute fully to the 
shelter’s success  

 Ability to present information concisely and effectively, both verbally and in writing  

 Excellent organizational skills  

 Strong computer skills  

 Ability to communicate skillfully and effectively with culturally diverse clients, volunteers, staff 
and the community in a professional, pleasant, and respectful manner at all times  

 Ability to work as a team player  

 Capability to maintain a professional appearance and provide a positive company image at all 
times Physical Requirements:  

 Ability to work with cleaning products  

 Able to work Saturdays, Sundays and Holidays 

 Must be able to work as a team player 
 

 
Physical Requirements: 
 

 Standing/sitting for extended periods of time 

 Exposure to high noise levels 

 Exposure to hazardous chemicals 

 Able to lift 50lbs  

 Exposure to hazards associated with difficult animals  
 

 
This position involves handling and close contact with dogs and cats and may not be suitable for 
those who have severe or unmanaged allergies. 
 
 
 
__________________________________________   _______________ 
Employee Signature       Date 
 
 
 
__________________________________________   _______________ 
HSMC Representative       Date 
 
 
This job description does not imply an employment contract, nor is it intended to include every 
duty, task or instruction for which the employee is responsible. Other tasks may be assigned, 
based on business and other department needs by a manager or director's request. 


