Volunteer/Foster Care Assistant 
Greenhill Humane Society seeks a detail-oriented individual with excellent customer service skills for full-time position working in the volunteer/foster care department. 

Applicant must be dependable and organized with strong customer service skills, excellent judgment and positive work attitude. Computer experience is required. Must have excellent verbal and written skills. Must be able to stoop, bend, stand for over an hour and lift over 25#. Weekend work is required.  The starting rate of pay is $10.00/hour. 
To apply, mail, email, fax or drop off a resume to:

Greenhill Humane Society 
88530 Greenhill Rd. 
Eugene, OR 97402 

Fax: 541-689-5261

Email: volunteer@green-hill.org



Duties and Responsibilities

· Work with department manager to develop and implement a useful, efficient, and well integrated volunteer/foster care program.
· Communicate effectively with various people and departments within the shelter, volunteers, foster parents and members of the community. 
· Recruit volunteers and recommend assignments that will make the best use of individual talents.
· Assist in the training of volunteers.

· Assist in scheduling of volunteers to ensure all needs of shelter operations are met.

· Insure regular contact with volunteers to inquire about satisfaction and needs.

· Maintain accurate and complete records of volunteers and volunteer hours.

· Assist in the planning, organizing and implementation of volunteer and foster care recognition events and activities.
· Respond to inquiries about the volunteer/foster care program.
· Conduct tours of the shelter for the public.
· Work with students of varying ages on class projects relating to shelter operations.

· Keep current with shelter events, program updates, needs and changes to medical protocols.

· Perform daily activities to support operational and program goals for the placement of animals into foster care.

· Assist with the education of foster parents by training and by providing written procedures and educational resources to foster parents.

· Assist with regular contact to foster care parents to inquire about behavioral or medical observations, provide advice or referrals as appropriate and schedule animals for medical appointments and/or return to the shelter.

· Maintain accurate and complete records of animals placed in foster homes.

· Assist in outreach for additional foster parents.

· Assist with volunteer/foster care orientation

· Follow safety and sanitation policies in order to maintain standards of excellence

Physical Requirements

· Must be able to bend, kneel, walk without assistance, stand, and reach. Ability to restrain and humanely handle animals.
Minimum Qualifications
· A high school degree or equivalent.

· Excellent customer service skills.

· The ability to communicate effectively through various mediums and with a variety of audiences.
· The ability to handle multiple tasks and interruptions on a daily basis.

· Excellent attention to detail.

· Experience working on a computer; including experience with Outlook, Microsoft Word, Excel and other web-based programs.

· Patience and a positive attitude.

· A clean, neat, professional appearance.

Desired Qualifications:

· A college degree

· Volunteer management training or experience.

· Experience handling and interacting with animals.

· Prior experience working in a nonprofit setting.

· Prior experience working in a customer service-related setting.
