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	JOB TITLE: Adoption & Rescue Coordinator/ Secretary
	DEPARTMENT: 550/ Animal Control 

	EMPLOYMENT STATUS: Full-time
	FSLA: Non-exempt

	PAY GRADE: 2
	SALARY RANGE: $31,898 - $44,657

	REPORTS TO: Animal Control Supervisor



JOB SUMMARY:
Under general supervision, this position is responsible for coordinating foster care programs, adoption, and rescue.  This Position may also assist in transfer of animal to approved transfer partners or alternative locations and performs other duties as required.

ESSENTIAL FUNCTIONS:


· Responsible for greeting and assisting shelter visitors, volunteers, and potential adopters in addition to helping with office duties including answering phones.
· Manages office duties when ACO Officers are away from the office.
· Performs administrative tasks, including filing and photocopying.
· Adoption coordinators work directly with the public and help interested individuals through the application, screening, and adoption process.
· Arrange get togethers between animals along with prospective adoptive families to determine if they like the other.
· Educate adoptive families for the specific needs of adopted animals and options for training them according to their inherent natures.
· Provide exceptional customer service for citizens wishing to reclaim, relinquish, or find their pets through the internet, email, phone, and in person.
· Adoption Manager will develop relationships with various rescue groups, especially foster based breed rescue groups and other organizations to help place a larger number of animals beyond in-house adoptions.
· Inspects commercial/hobby kennels and catteries for code compliance.
· Performs animal care duties such as feeding animals, monitoring sick and dangerous animals, segregating and isolating animals when necessary; detects disease or injury in animals and performs minor medical treatments on animals as necessary; assists the veterinarian with vaccinations and inspections of animals.
· Cleans and disinfects kennel areas, vehicles and equipment.
· Assists with front office duties such as receiving animals brought to the shelter by the public and releasing impounded animals to the public.
BASIC FUNCTIONS:
· Perform other work duties as assigned

           ESSENTIAL WORK HABIT:
•	Regular Attendance in a workplace environment (part-time hours apply)

QUALIFICATIONS
     KNOWLEDGE, SKILLS AND ABILITIES

· 2 years’ experience in rescue coordination and animal behavior or equivalent combination of education and experience
MINIMUM REQUIRES FOR EMPLOYMENT
EDUCATION, EXPERIENCE, AND CERTIFICATION
· High School Diploma or G.E.D.
· Valid TX Driver’s License or available alternate means of transportation.
· Must pass a pre-employment drug screen and criminal background investigation 

PHYSICAL REQUIREMENTS: 
DESCRIPTION OF PHYSICAL DEMANDS: 
Frequency: C = Constantly (2/3 or more of the time); F = Frequently (1/3 to 2/3 of the time); O = Occasionally (up to 1/3 of the time); R = Rarely (less than 1 hour per week)

	PHYSICAL DEMAND
	
FREQUENCY
	
DESCRIPTION OF DEMAND

	Standing/ Walking
	F
	In an office setting - tile and carpet.

	Sitting
	F
	In an office chair

	Lifting/ Carrying
	O
	File folders, boxes, ledgers, etc. (max 25 lbs.) •	Lifting of objects up to 20-50 pounds: occasional lifting of objects up to 75-100 pounds is involved.

	Reaching
	O
	To reach materials in filing cabinets and on shelves.

	Handling/ Fine Dexterity
	F
	To operate computer and write documents.

	Bending
	O
	To obtain materials from lower drawers in filing cabinet.

	Vision
	C
	To operate computer, read, inspect, and to operate a vehicle

	Hearing/ Talking
	C
	To communicate with others.




Applicant Notes: 
•     The City of Beeville is an at-will employer. 

•     The job description is a general summary; it is not an all-inclusive list of job duties, 
        and employees will be called upon to complete other duties as assigned. 

•     Applications are required to be considered for open positions.  A resume may 
       be provided but does not take the place of a completed application. 
 
NOTHING CONTAINED IN THIS JOB DESCRIPTION OR ANY OTHER MATERIALS OR INFORMATION DISTRIBUTED BY THE CITY OF BEEVILLE CREATES A CONTRACT OF EMPLOYMENT BETWEEN AN EMPLOYEE AND THE CITY.
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The City also provides the following fringe benefits.

· BENEFITS
Medical Benefits are with Curative - 100% Employer paid  
City pays 50% Medical dependent coverage
$50,000 Basic Life Insurance Policy – 100% employer paid
	EAP eff. 10/01/2024


· TEXAS MUNICIPAL RETIRMENT SYSTEM (TMRS)  
· 5% contribution
· City Matches 2 to 1
· Vested after 5 years

· 457 Supplemental Retirement Plan

Additional benefits offered to all employees.

· 21 HOLIDAYS + 2 PERSONAL DAYS

· PAID VACATION/ SICK LEAVE (ACRUE 3.69 PER PAY PERIOD)

· VACATION BUY BACK (UP TO 3 DAYS PER FISCAL YEAR)

· PAID PARENTAL LEAVE 

· PAID TRAINING

· CERTIFICATION PAY 

· STEP PAY PLAN

· LONGEVITY PAY for all employees.

· BILINGUAL PAY
for the purpose of compliance with the Americans with Disabilities Act (ADA)
This job description does not take into account potential reasonable accommodations. 
The City of Beeville is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in employment or the provision of services.
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