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Classification Specification
	

	
	3130100

	
	Foster Program Coordinator



Class Summary

The responsibilities of this classification include overseeing daily activities and assisting in the development, implementation and ongoing maintenance of the Foster Program.  The incumbent supports and trains program volunteers and arranges placement of animals into foster homes.    

Distinguishing Characteristics

This is a single level, single incumbent classification.  The incumbent oversees daily program activities, drafts procedures and provides input on program policies, maintains the database of volunteer and foster animal data, and trains shelter staff on program policies and procedures.  The Foster Coordinator works under the general direction of the Veterinary Medical Director.
Examples of Duties 

1. Provide support and maintain a high level of communication with Foster program volunteers. Train volunteers in proper animal care; explain and ensure adherence to program procedures, policies and guidelines.
2. Draft and maintain program procedural documentation; provide input on policy development.
3. Work closely with management team and staff to coordinate placement of animals into and from foster care to ensure shelter capacity is optimal for the season and available resources.

4. Ensure that vaccines, worming and other medical treatments are scheduled and administered as needed prior, during or following fostering as directed by a RASKC Veterinarian.  

5. Maintain detailed and accurate files, records and data, especially pertaining to the animal and volunteer database and records; adhere to records retention policies and procedures.

6. Answer incoming calls and respond to voicemail and email messages from program volunteers and others promptly and professionally. 

7. Submit monthly program activity reports and other data as requested.

8. Work with the Volunteer Coordinator in the recruitment of Foster care volunteers to expand the program; provide feedback about program volunteers.  Refer difficult issues with volunteers to Volunteer Coordinator for resolution.
9. Assist in training clinic and shelter employees in Foster program policies and procedures.

10. Monitor foster program inventory.  Order supplies or notify appropriate individuals as needed to maintain adequate supply level.  

11. Attend meetings with work groups as necessary; attend other meetings as requested.

12. Assure a clean, orderly working environment.

13. If licensed, may perform activities of RASKC veterinary technicians pertaining to foster animals, including drawing and processing diagnostic work, preparation of animals for surgery, assisting veterinarians during surgery, monitoring animals after surgery, and other procedures. 

14. Provide basic animal care to foster animals, including cleaning, feeding and watering.

15. Work on other assigned programs and projects seasonally, as time allows.

16. Perform other duties as assigned.
Knowledge/Skills 
Basic knowledge of animal health, behavior and nutrition
Knowledge of animal handling techniques and procedures
Knowledge of animal shelter environment and associated policies and practices

Knowledge of organization, planning and time management principles and techniques
Excellent interpersonal and customer service skills
Skill in determining work priorities 

Skill in organization, planning, scheduling and time management
Skill and experience working with volunteers

Skill in communication

Skill in using current office software programs including word processing, spreadsheet, database and email 

Skill in entering, retrieving and maintaining data in a database
Skill in working with a variety of individuals from diverse backgrounds

Skill in problem solving and conflict resolution 

Licensing, Certification and Other Requirements

Washington State driver license 

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
Washington State Veterinary Technician license highly desirable

	FLSA Designation
	Non-Exempt  

	Service Status
	Career Service 

	Levels within same series
	None

	Class History
	Created 10/2011
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