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Helping Hands Humane Society 
 

Adoption Counselor 
 
 

Purpose of Position 

The Adoption Counselor is responsible for the successful placement of animals into home 
environments based on the needs and lifestyles of both the animals and customers.  The 
position is responsible for evaluating and approving or denying applications for adoption.  
The position also performs duties including data entry, counseling on pet issues and 
assessment of animal behavior. The Adoption Counselor is also responsible for providing 
the public with a positive image of the organization through quality customer service and 
education.   

The Adoption Counselor reports to the Adoption Coordinator and Director of 
Administration. 

Essential Functions 

 Provide exceptional customer service when interacting with the public at the shelter, 
off-site events, via telephone or through email 

 Effectively communicate and interact with customers to determine lifestyle needs and 
potential pet matches; counsel customers on animal-related issues, breed specific 
behaviors and individual temperaments 

 Evaluate Adoption Profiles to ensure all questions are answered, and responses meet 
HHHS guidelines for adoption; investigate and verify customer information; complete 
and finalize all adoption paperwork and submit to office personnel 

 Follow-up adoptions through phone or email contact and document adoption outcome, 
potential problems and successes 

 Input customer information into database(s); update animal information and provide 
detailed and precise notes when necessary 

 Actively participate in television and other advertising events that highlight and 
promote adoptions; photograph animals for website  

 Develop and write animal adoption summaries for each animal available for adoption 
to be uploaded to our website 

 Resolve customer issues and concerns; refer unresolved grievances to supervisor 

 Communicate any concerns or changes in animal behavior or health in a timely 
manner to coworkers, supervisors or other departments 

 Other projects and responsibilities may be added at the organization's discretion 

 

 

 



 Job description:  Adoption Counselor 2 

Additional Responsibilities 

 Prepare dog and cat adoption packets; photocopy, fold and organize information 

 Stock all adoption materials, shelter brochures and pamphlets for customer availability 

 Operate company vehicles; deliver animals to locations throughout the area 
 

Job Requirements and Qualifications 

Education and Experience 

High school diploma or GED; Valid driver’s license; Basic computer skills required  
Experience working in a customer service environment preferred 

Knowledge and Abilities  

 Must have the ability to communicate clearly and effectively both verbally and in 
writing with customers, coworkers, supervisors and other departments. 

 Must have the ability to work quickly and efficiently under pressure and within time 
constraints.  Must demonstrate effective time management and the ability to multi-
task. 

 Must be able to manage conflict, accept supervision, get along well with others and 
work with a flexible schedule.  Must be able to effectively work in a team environment. 

 Must have exceptional organizational abilities and be detail-oriented in order to 
evaluate the needs of customers and animals. 

 Must have basic knowledge or the willingness to learn about animal behavior and 
enjoy working with animals. 
 

Other Information 

Working Environment 

Ability to work successfully in an indoor and outdoor environment with exposure to loud 
noise, cold and hot temperatures, humidity and a variety of chemical cleaning materials 
including disinfectants and bleach. 

Physical Requirements 

Ability to lift and carry 25lbs for short durations; bend and reach; kneel for periods of time 

Equipment Used 

Mop, bucket, spray bottles, paper towels, trash cans/bags, computer, printer, copy 
machine, fax machine, multi-line phone system, camera 

 
Submit applications to Helping Hands Humane Society, 5720 SW 21st St., Topeka, 

KS 66604.     Fax:  785-233-8151      Email:  kathym@hhhstopeka.org 

 

The statements contained within this document reflect the current position available.  It should not be 
considered an all-inclusive listing of work requirements.  The job description is not an employment contract. 
HHHS reserves the right to modify or add job duties or job descriptions at any time. 


