
 

 

Adoptions Coordinator 
 

Position Summary 

  

Under the direct supervision of the Adoptions Supervisor, a customer service-oriented individual 

will screen and interact with prospective adopters; socialize animals with prospective adopters.  

Work a schedule that includes early mornings, weekends, and holidays. 

 

Responsibilities 

 

 Conduct customer-focused conversations with members of the public who have an 

interest in adopting a pet. Help adopters find a good match for their families.  

 Provide education and information about animals available for adoption in an effort to 

encourage responsible pet ownership and share information about IVHS programs. 

 Provide customers with information, as appropriate and known, about sheltered animals, 

including behavior, age, breed, sex, and medical history.  

 Discuss animal behavior and training with adopters. 

 Answer questions and provide educational information using great customer service 

techniques to assist customers with pet ownership needs and to guide them to IVHS 

programs, services, and collateral. 

 Socialize animals with potential adopters and other animals as appropriate. 

 Respond to email, phone, web, or in-person inquiries regarding placement programs. 

 Educate the public on animal welfare. 

 Conduct dog to dog socializations with kennel staff. 

 Ensure a positive, educational approach to customer service with a goal of educating the 

public and keeping animals in homes as appropriate. Promote positive relations with the 

general public, volunteers and staff. 

 Uphold IVHS mission and contribute to building a culture of philanthropy.   

 Ensure a safe working environment and actively participate in IVHS safety programs. 

 Work as a team member with other departmental managers. 

 Perform other duties as assigned. Such as taking pictures of dogs for IVHS website and 

give vaccine boosters to dogs if needed.  

 

Requirements 

 

 High school diploma or G.E.D. and at least eighteen years of age 

 Ability to occasionally lift/move up to 50 lbs 

 Ability to communicate clearly and effectively, both verbally and in writing 

 Ability to pass written test with a minimum score of 80% 

 Must pass a pre-employment physical examination and drug test 

 Computer literate and proficient in Microsoft applications 

 Bilingual preferred 

 



 

Knowledge and Abilities 

 

 Excellent knowledge of dog, cat, rabbit, and other pet breed characteristics, temperament, 

training, and handling is a must 

 Strong sense of professional judgment and ability to maintain confidentiality 

 Must be able to work independently with minimal supervision    

        

Working Conditions 

 

 Fast-paced environment. Employees are exposed to numerous animals (live and 

deceased), including those with uncertain dispositions. They are required to act in a safe 

and responsible manner.  

 The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. While performing 

the duties of this job, the employee is frequently required to stand; walk; sit; use hands to 

finger, handle or feel; reach with hands and arms, climb or balance, stoop, kneel, crouch, 

crawl; talk or hear and taste or smell.  

   


