
 

Job Description 

Job Title:  Practice Manager 

Department:  Direct Animal Care 

Reports To:  Director of Operations   

FLSA Status: Full-time, Exempt                                                 Prepared By:  Director of Operations 

Prepared Date: 07/17/2020  

 

PURPOSE 

Animal Allies Humane Society believes that every animal deserves a loving home. Our focus is 
to provide education and resources to help keep pets with their guardians rather than 
surrender their companions to a shelter. In cases where surrender is the best option and also 
when we have a chance to transfer animals from overcrowded areas, our Practice Manager 
works collaboratively as part of a Direct Animal Care (DAC) Leadership Team to provide 
exceptional medical and behavioral treatment while animals are in our care.  

SUMMARY  

The Practice Manager is responsible for ensuring that all animals coming into Animal Allies’ care 
are quickly evaluated and plans are in place to ready them for adoption or to end suffering. This 
experienced leader will work supportively with the DAC team to craft policy and strategy within 
a culture of cooperation. 

They will manage a small team of employees and volunteers dedicated to our mission of 
ensuring the best possible outcome for the animals in our care while serving the needs of our 
diverse community. Animal Allies believes in equity and inclusion and is an equal opportunity 
employer. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

● Coordinate a team of volunteers and paid employees performing daily duties – including 
examinations, ongoing medical care, preparation and placement for adoption and follow 
up with adopters. 

● As part of the leadership team, build engagement by providing autonomy, meaning, and 
structure within a set of shared values and standards of care for both pets and people. 

● Work to build and grow relationships within the broader animal care community 
including veterinary clinics and other shelter and rescue partners. 



● Schedule medical staff according to hours of operation, animal population, and budget 
goals. 

● Assign and prioritize duties for medical staff to provide routine medical care of animals 
including, but not limited to, vaccination, deworming, fecal  testing and administering 
medication under the guidance of Shelter Veterinarians and accordance to advances in 
animal care. 

● Track spending, approve and interpret invoices and adhere to medical program budgets 
on a monthly basis. Be an active participant in budgeting and the financial sustainability 
of Animal Allies. 

● Ensure that medical team performance plays an active role in maintaining a live release 
rate in the 90th percentile and that length of stay does not exceed 14 days on average. 

● Implement and adhere to standing operating procedures to proactively reduce the 
spread of disease and illness within the adoption center. 

● Collaborate with Director of Operations, DAC Managers and Intake Specialist to facilitate 
the transfer of adoptable animals from other shelters, rescues and external partners.  

● Work with Adoption staff to ensure animals appropriate for placement in an adoptive or 
foster home are medically and behaviorally prepared to go prior to leaving the facility – 
assure all treatments are up to date and entered, and  any medications to be sent home 
are prepared in advance.  

● Work with Volunteer Coordinator to provide information, support, and resources for 
foster volunteers. 

 

QUALIFICATION REQUIREMENTS 

To perform this job successfully, any individual must be able to perform each essential duty and 
task satisfactorily with or without accommodations.  The requirements listed below are 
representative of the knowledge, skill, and/or ability required. 

Education/Experience:  

Knowledge:  Experience managing teams of 5 or more paid staff. Able to delegate effectively 
and bring out the best in people. Demonstrated emotional intelligence and capability to 
manage cultural change. Experience scheduling, budgeting, and providing overall vision and 
direction in a small team environment. 

Skills: Basic computing skills (Microsoft Office & G Suite environment); effective written and 
verbal communication skills; strong organizational skills.  

Abilities: Able to work with animals and people; effective record keeping ability; able to work 
independently and in a team setting; able to remain calm and level-headed in a dynamic 
environment; able to use sound judgment when dealing with confidential information; able to 
work with medical, disinfectants and cleaning supplies; able to perform physical work including 
animal restraint, lifting, walking, and bending. 

 

Other:  Capable of working independently, delegating and prioritizing.  



Available to work a flexible schedule that may include nights, weekends and some 
holidays. 

Must be able to handle the physical and emotional aspect of work in an animal shelter 
environment, including the practice of euthanasia. 

 

 
WORKING CONDITIONS 

Physical Demands: 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 with or 
without accommodations.  

Individuals may need to sit or stand as needed.  May require walking primarily on a level 
surface periodically throughout the day; potential for standing on feet for 8 or more hours a 
day. Reaching above shoulder heights, below the waist or lifting as required to file documents 
or store materials and provide care and supervision of domestic animals up to 150 lbs. 
throughout the workday. Occasional lifting of up to 50 pounds utilizing proper lifting 
techniques. Driving a car. Kneeling. Cleaning cages (scrubbing). Walking dogs on a leash. Animal 
restraint. 

Work Environment: The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job with or 
without accommodations. 

Most work performed in animal shelter setting.  Potential for exposure to zoonotic diseases and 
cleaning chemicals.  Potential for exposure to dangerous and fractious animals.  Potential 
exposure to high noise levels when in kennel area.  Potential for animal bites and scratches 
while handling animals.  

The performance of this position may occasionally require exposure to animal shelter areas and 
interaction with domestic animals of varying temperaments which may require the use of 
personal protective equipment such as safety glasses with side shields, protective gloves, and 
hearing protection.  

For the most part ambient room temperatures, lighting and traditional equipment as found in a 
typical Animal Care and Control facility. 

Animal Allies Humane Society provides equal employment opportunities to all employees and 
applicants for employment and prohibits discrimination and harassment of any type without 
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected 
veteran status, sexual orientation, gender identity or expression, or any other characteristic 
protected by federal, state or local laws. 

This policy applies to all terms and conditions of employment, including recruiting, hiring, 

placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation 



and training. 

 

_________________________________                         ________________________________ 

Practice Manager                                  Director of Operations 

Date__________________________                                 Date__________________________ 

 
 

 

 


