
 
 
 

ANIMAL LIFELINE of IOWA, INC.™ 
POSITION DESCRIPTION 

 ANIMAL CARE ATTENDANT/ADOPTION COUNSELOR 
 

Reports to: Director       Supervises:  Community Service Workers Date: November 2005 
Normal Work Hours: Varies - Evenings, Weekends & Holidays required                              FLSA Status:  Non-Exempt PT    

                     
Primary Responsibilities: 
Responsible for direct animal care of dogs, cats, puppies and kittens, responsible for adoptions and related paper work and 
follow-up; various office/clerical duties, cleaning of shelter/grounds and completing laundry. 
 

1. Provides care for the shelter cats/kittens and dogs/puppies, which includes cleaning, feeding, medicating and 
watering, to ensure a clean and safe environment, and socializing the animals to human touch and care. 

2. Administers medications, as directed by the veterinarian, and charts medications to ensure proper record 
keeping. Provides physical therapy as directed by veterinarian. Notify management of any concerns regarding 
animals.  

3. Stay familiar with all resident animals to ensure appropriate placement with adoptive family.  Screens potential 
adopters thoroughly to assess whether the placement will be successful and long term.  Approve and process 
adoptions and complete adoption follow-up. 

4. Assist in the effort to increase the visibility and positive public perception of ALI through: providing service to 
the public in a courteous, responsive and helpful manner, educating potential adopters on appropriate care of 
animals, provide referral information.  Much of these duties will be completed via the phone. 

5. Perform daily office duties such as answering the telephone, assist with mailings. 
6. Ensure that laundry is completed on a daily basis and if necessary complete task; ensure that shelter and 

grounds are kept clean. 
7. Promote teamwork among staff and volunteers. 
8. Ensures that laundry is completed on a daily basis and that shelter and grounds are kept clean. 
9. Restock supplies as necessary 
10. Complies with established policies and procedures  
11. Maintain open communication with co-workers.   
12. Other duties as assigned. 

 
Knowledge, Skill and Physical Requirements: 

 Must have the ability to lift 50 pounds on a regular basis and to humanely restrain an animal as needed.  

 Ambulate stairs on a regular basis 

 Tetanus and rabies inoculations are required or must be waived. 

 Allergies to animals or to shelter conditions will disqualify otherwise qualified candidates. 

 Valid Iowa Drivers license and clean driving record required. To use shelter vehicle, no OWI convictions will be allowed. 

 Ability to communicate effectively, orally and in written formats, with staff, volunteers, medical professionals and the public. 

 Demonstrated ability to comprehend and follow policies and procedures. 

 Knowledge of various breeds, their characteristic & familiarity with symptoms of diseases common to dogs and cats 

 Experience in caring for & handling dogs and cats in a safe, effective and humane manner, especially under-socialized 
animals is required 

 Maturity, good judgment and professional personal appearance are required. 

 Computer skills and knowledge of Microsoft Office, required. 

 Affection for animals and for their welfare and a willingness to accommodate animals in the workplace. 
 
Preferred Knowledge and Skills: 

 Previous experience in working with the public preferred.  

 Previous non-profit work experience preferred. 

 High School diploma or equivalent preferred.   
 
This job description is subject to revisions without notice. 
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