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Job Classification:  Non-exempt, full-time or part-time 
 

Work Schedule:  As negotiated  
 

Reporting Relationship: Admissions Manager  
 

Primary Accountability: 
The Admissions Counselor is responsible for the admission of all animals into HHHS. The 
position is responsible for vaccinating, weighing and aging all animals who enter the shelter. 
The position is also required to record and maintain accurate information including medical 
treatment records, lost/found reports, and basic animal information.   
 

Major Duties: 
 Oversee the admission of all animals to shelter; obtain and record necessary information 

from customer, vaccinate, weigh and age animal; input animal information into software and 
produce identification card for each animal.  

 Perform a lost/found service for community: accurately record lost/found reports; check all 
incoming animals for identification including microchips; compare all incoming animals with 
lost/found reports 

 Perform heartworm and feline leukemia tests; ensure results of test are entered into 
database correctly 

 Microchip animals for Return-to-Owners and Adoptions 

 Assist in the euthanasia process as needed 

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

 Provide exceptional customer service when interacting with the public; resolve customer 
issues and concerns; refer unresolved grievances to Director of Animal Welfare 

 Gain and maintain a thorough knowledge of shelter software  

 Clean Admissions department using appropriate tools and chemicals in a manner that 
reflects HHHS’ commitment to a healthy environment 

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

 

Qualifications: 
 High school diploma or GED  

 Valid driver’s license  
 Basic computer skills  

 Experience working in a customer service environment  

 Ability to work both independently and in a team environment. 

 Ability to interact with impounded dogs, cats and other animals including vicious, stray, sick 
or injured animals. 

 Ability to handle seeing and dealing with animals that have been abused, neglected or 
treated cruelly. 

 Ability to communicate effectively, both orally and in writing with staff, the business 
community, business prospects and the public. 
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 Ability to work efficiently with attention to details and quality of work produced. 

 Ability to exercise good judgment in setting priorities and organization of work load. 

 Willingness to lead, take charge and offer opinions and direction. 
 

Physical Demands: 
 Ability to stand, walk, sit, talk and hear, stoop, bend, squat, kneel, etc. 

 Ability to push or pull supplies up to 25lbs. 

 Ability to read computer screens and mail, talk on phone. 
 

Work Environment: 
 Professional and deadline-oriented environment in an office setting. 

 Interaction with staff and customers. 

 Potential exposure to parasites and infectious diseases that may be carried and transmitted 
by animals.  
 

Additional Duties: 
Additional duties and responsibilities may be added to this job description at any time.   
The job description does not state or imply that these are the only activities to be performed by 
the employee(s) holding this position.  Employees are required to follow any other job-related 
instructions and to perform any other job-related responsibilities as requested by their 
supervisor.   
 
 
 
 


