
Berkeley-East Bay Humane Society

Position Title: Shelter Services Manager


Department: Adoptions & Shelter Services

 Reports to: Executive Director



Salary Range: DOE

Classification: Full Time




FLSA Status: Exempt 

____________________________________________________________________________________________________
SUMMARY: The Shelter Services Manager is responsible for managing all shelter operations, ensuring standards of animal care are met, quality shelter services are provided, and shelter resources are leveraged appropriately. 

WORKING RELATIONSHIPS 

Manages a team of Dog Coordinator and Associates, Cat Coordinator and Associates, Adoption Associates, Shelter Services Assistant, and Kennel Attendants. Reports to and works closely with Executive Director.  Works closely with Medical Director, Program Director and administrative staff. 

DUTIES & RESPONSIBILITIES

Animal Care & Shelter Services Management
· Ensures that the shelter operates in line with BEBHS’ standards and mission.
· With Dog and Cat Coordinators, manages animal shelter population; monitors and measures population dynamics, ensures herd health, maintains adoption driven capacity, keeps average length of stay low, and maintains capacity. 

· Leverages available shelter resources to ensure consistent and acceptable quality of care. 

· Participates in the process of animal evaluation for euthanasia and adoption when needed. 

· Manages and administers high level of customer service, adoptions, and follow-up.

· Resolves customer complaints and conflicts. 

· Works closely with other organizations to transfer animals to BEBHS and to share information and collaborate when appropriate. 
· Communicates with the public in a professional and engaging manner. 


Staff Management

· Schedules shelter staff to assure appropriate staffing for animal husbandry and shelter services needs. 

· Manages daily work assignments and provides support as needed. 
· Conducts weekly staff meetings with key staff members and ongoing meetings with all shelter staff to ensure dissemination of information and to promote a teamwork approach to meeting goals. 

· Approves time off requests, completes payroll and manages and approves overtime. 

· Oversees the training of employees and volunteers; coaches, motivates, develops, and evaluates shelter staff. 

Program Development
· With Executive Director, sets goals for intake, adoption and care; motivates and supports staff to achieve them. 

· Develops techniques, policies, and programs to ensure programs are efficient, effective, and sustainable. 
· Plans for and guides programs and staff through changes. 
· Recommends program and policy changes when appropriate and oversees implementation. 

Administration
· With Executive Director, creates and manages shelter budget. 
· Oversees the purchasing of shelter supplies within budget parameters. 

· Performs administrative tasks such as monthly reports, budget statements and assures adherence to records keeping, cash management and control policies. 

· Meets with Operational Planning Committee as needed to ensure that goals throughout the organization are met. 
· Oversees shelter software database and ensures the accuracy of all records. 


QUALIFICATIONS
Education and Experience: Minimum 4 years of progressively responsible experience in the operation of an animal shelter. Minimum 2 years direct shelter management experience. Bachelor’s degree in related field.  
Skills and Requirements: Strong leadership and staff management skills. Proven ability to develop staff into a cohesive team. Excellent verbal and written communication skills. Knowledge of methods of managing animal shelters. Ability to analyze data and make decisions within budget parameters. Ability to allocate available resources in a responsible manner. Ability to effectively supervise the operation and duties of the animal shelter. Ability to handle animals safely and effectively. Understanding of companion animal health, care, and behavior, industry best practices, and humane sheltering standards. Passion for the Berkeley-East Bay Humane Society’s mission/vision and the ability to clearly articulate it. 
Other Requirements: Computer literate in a Windows environment; proficient in Microsoft applications. Valid California driver’s license and clean driving record.  
Physical Demands: This work is performed in office and shelter surroundings. Typical positions require workers to walk or stand for long periods, life and carry up to 70 pounds, climb stairs, bend, reach, hold, grasp and turn objects and use fingers to operate computer keyboards. The work requires the ability to speak normally and to use normal or aided vision or hearing.  

Work Environment: There is a potential of exposure to parasites and infectious diseases that can be carried and transmitted by animals. Workers are subject to animal bites and scratches. Constant exposure to animals, animal noises, and animal allergens under conditions with no alternatives available.  Work is subject to frequent interruptions. Employee is subject to work outdoors in a variety of weather conditions. Employee is subject to work weekends, holidays and beyond normally scheduled hours. 


The Berkeley-East Bay Humane Society is an Equal Opportunity Employer. 

