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  Animal Care & Volunteer Coordinator 
   Status: Full-Time, 32-40 hours/week 
   Reports to: Executive Director 
   Compensation: $22–$25 per hour, depending on experience and qualifications 

Position Summary 

The Animal Care & Volunteer Coordinator is a full-time position that combines coordination 
and leadership of the APS-FH Volunteer Program with participation in the daily care of 
shelter animals. 

A primary focus of this position is building and maintaining a strong, engaged, and well-
supported volunteer team. The Animal Care & Volunteer Coordinator recruits, orients, 
places, schedules, communicates with, and supports volunteers serving in a variety of roles 
throughout the organization. This position works closely with staff to ensure volunteers 
receive appropriate training and have the information and support they need to be 
successful. 

The Animal Care & Volunteer Coordinator is also a member of the APS-FH animal care team. 
Animal care and shelter operations are shared responsibilities among staff, and this position 
participates alongside other team members in providing daily care, enrichment, cleaning, 
customer service, and other essential shelter functions. 

As a small organization, APS-FH relies on teamwork, flexibility, initiative, and a willingness to 
pitch in where needed. The ideal candidate enjoys working with both people and animals, is 
highly organized and dependable, communicates well, and finds satisfaction in helping 
volunteers make a meaningful contribution to the animals and community we serve. 

Volunteer Program Coordination 
• Recruit, screen, orient, and place volunteers in roles that match organizational needs 

and volunteer interests, skills, and availability. 
• Coordinate volunteer scheduling for daily operations, programs, and special events. 
• Work with staff to develop and maintain effective volunteer training and ensure 

volunteers understand the policies, procedures, and protocols relevant to their roles. 
• Serve as the primary point of contact for volunteers, providing regular communication, 

support, feedback, and assistance with questions or concerns. 
• Monitor volunteer placements and work with staff and volunteers to address 

challenges and help create positive, successful volunteer experiences. 
• Manage volunteer records, schedules, hours, and other program information using 

Better Impact, including generating reports and maintaining accurate and current 
data. 
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• Develop volunteer appreciation and recognition efforts that strengthen engagement 
and retention. 

• Evaluate the effectiveness of the Volunteer Program through ongoing feedback, an 
annual volunteer survey, and program data; recommend and implement 
improvements as appropriate. 

• Prepare periodic Volunteer Program reports and communications and identify new 
opportunities for volunteers to support APS-FH’s mission and organizational needs. 

• Work alongside volunteers when training, support, or additional assistance is needed. 

Animal Care & Shelter Support 

As a member of the animal care team, the Animal Care & Volunteer Coordinator participates 
with other staff in the daily care of shelter animals and operation of the facility. 
Responsibilities include: 

• Daily cleaning of dog and cat kennels, rooms, holding areas, and other animal care 
spaces. 

• Observing animal appearance, activity, behavior, and general health and well-being 
and communicating concerns to appropriate staff. 

• Participating in the Animal Enrichment Program, including dog walking, socialization, 
exercise, and other enrichment activities. 

• Assisting the medical team with animal intakes, examinations, treatments, and 
surgeries as appropriate to training and experience. 

• Following all APS-FH shelter operating procedures, policies, safety practices, and 
animal handling protocols. 

• Helping maintain the cleanliness, organization, and safety of the facility. 
• Providing general customer service, including answering phones, assisting visitors 

and adopters, accepting donations, selling licenses, and responding to routine 
questions. 

• Assisting with the adoption process as needed. 
• Releasing animals to their owners as directed and in accordance with APS-FH 

procedures. 
• Transporting animals to and from designated locations, including occasional off-

island trips. 
• Performing other animal care and shelter duties as needed as part of the APS-FH 

team. 

Minimum Qualifications 
• Strong commitment to animal welfare and an interest in working with both animals 

and people. 
• Experience coordinating, supervising, training, or supporting employees and/or 

volunteers. 
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• Strong organizational and time-management skills, with the ability to manage 
schedules, maintain accurate records, prioritize responsibilities, and follow through. 

• Excellent interpersonal, customer service, and written and verbal communication 
skills. 

• Ability to work effectively both independently and as part of a collaborative team in an 
environment with changing priorities. 

• Good judgment and problem-solving skills, including the ability to recognize when 
concerns should be elevated to the Executive Director. 

• Comfortable using computers and common workplace technology and able to learn 
volunteer and shelter management software. 

• Ability to understand and follow written and verbal instructions, policies, procedures, 
and animal handling protocols. 

• Ability to remain professional and compassionate during sensitive or emotionally 
challenging situations involving animals and people. 

• Valid driver’s license. 

Preferred Qualifications 
• Previous paid or volunteer experience with an animal shelter, rescue, veterinary 

practice, or other animal welfare organization 
• Experience coordinating volunteers, developing or providing training, and/or using 

volunteer management software. 
• General knowledge of dog and cat behavior and animal sheltering or animal welfare 

practices. 

Physical Requirements 
• Ability to safely handle and control large dogs on leash. 
• Ability to stand and walk for extended periods. 
• Ability to reach, bend, kneel, lift, and maneuver quickly when necessary. 
• Ability to perform moderately strenuous physical work associated with animal care 

and facility cleaning. 
• Ability to safely and effectively use cleaning materials and equipment. 

Schedule 

APS-FH is a seven-day-a-week animal care organization, and staff work together to ensure 
the animals receive consistent care every day of the year. 

This position requires a regular full-time work schedule and: 

• Availability to work at least one weekend day per week as needed. 
• Occasional holiday work, shared among team members. 
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• Some schedule flexibility to accommodate animal care needs, volunteer activities, 
special events, and other organizational needs. 

Employees who work designated holidays are compensated at 1.5 times their regular hourly 
rate for hours worked. 

Paid Time Off 
We offer a flexible Paid Time Off (PTO) program that combines vacation, personal, and sick 
time into one easy-to-use benefit. PTO begins accruing on your first day of employment and 
increases with length of service. After 60 days, employees accrue PTO at a rate designed to 
provide approximately one week of vacation during the first year, two weeks annually 
beginning in year two, and three weeks annually beginning in year five, in addition to 
Washington-required sick leave.  

 


