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Position Title:  Shelter Manager 
Classification:  Full-time, exempt 
Date:   February 2020 
 
 
Muttville Senior Dog Rescue is an active non-profit organization based in San Francisco. We operate a cage-free shelter, 
along with a robust foster program. We save over 1,100 dogs a year. We are a team-oriented organization with a 
positive attitude when it comes to helping animals and working with our community. 
 

Position Summary 
 
In this leadership role the Shelter Manager oversees as well as participates in the care of the dogs, upkeep of the facility, 
and related volunteer utilization and retention. This includes managing a staff of Mutt Assistants and volunteers, 
working in collaboration with team members to ensure the facility is maintained, and interacting with the public.  
 
We believe in the power of positivity and are looking to welcome someone to the team who loves life, loves people as 
much as dogs, and enjoys working in a fast-paced and fun-loving environment. Candidates must possess strong 
leadership, organizational, and customer service skills, with a solid history of taking initiative to problem solve and 
prioritize. The preferred applicant has a flexible demeanor and schedule, is skilled working with dogs of varying 
temperaments, is dedicated to providing excellent customer service, and is highly committed to keeping our facility 
clean and organized.  
  
 

 Staff Management & Communication 
 

 Consistently display great teamwork and take the time to make positive relationships a priority so together, we 

will achieve our lifesaving goals. Come to work with the commitment of giving 110% and expect others on the 

team to do the same 

 Provide positive problem-solving support, training, and direction for the Mutt Assistant staff so they effectively 

and efficiently fulfill their job duties, communicate and cooperate as a team, and prioritize assignments 

 Provide coaching for the Mutt Assistant staff to help them build relationships with volunteers, and expand and 

enhance volunteer involvement, appreciation, and retention 

 Work in cooperation with the Volunteer and Foster Care Manager to continue to enhance volunteer programs, 

recognition, and retention 

 Provide leadership and on-going feedback and evaluation for staff 

 Conduct and participate in regular staff meetings to review goals and procedures, discuss workplace issues, 

share ideas, and celebrate successes 

 Develop and improve on operational procedures and efficiencies 

 Coordinate the daily assignments and staffing needs of the Mutt Assistants to ensure efficiency and that 

schedules and expectations are met 

 Prepare Mutt Assistant staffing schedules in accordance with the budget, and manage employees’ timecards 

and time off requests  

 Practice and model discretion with sensitive information regarding clients, volunteers, employees, and our dogs 

 Keep the COO informed about staff and shelter issues, accomplishments, and projects 



    1 

 

Dog Care 
 

 Perform the Mutt Assistant dog care/facility care duties on an as-needed basis. This may include a few regular 

shifts a week to ensure you maintain a good handle on the job and related challenges, needs, and opportunities 

 Practice and encourage the humane treatment of dogs, using only positive reinforcement methods of training 

 

Facility Care 
 

 Inspect shelter property for needed cleaning, repairs, and maintenance daily and assist with and commit to 

keeping our facility organized, clean, and visitor-ready 

 Work in collaboration with the Mutt Assistants, Facilities Guru, and volunteers to ensure the safety, sanitization, 

organization, and upkeep of our animal areas, workspaces, public areas, and storage areas 

 Alert the Facilities Guru about facility maintenance and repair projects 

 Make sure our spaces are free from debris, donations, deliveries, and obstacles 

 Oversee inventories and purchasing of shelter and dog care supplies and equipment, maintaining appropriate 

quantities 

 Address safety concerns that could put a staff member, volunteer, client, animal, or the organization at risk 

 Other duties as assigned 

 

Customer Service & Adoptions 
 

 Demonstrate and promote a welcoming and supportive environment and proactively engage with adopters, 

volunteers, donors, and visitors to ensure they feel the Muttville Magic and have positive experiences 

 Always address client situations courteously, patiently, and professionally 

 Assist as-needed with matchmaking and adoptions efforts 

 Assist with the set-up, break-down, and success of adoption/special events as-needed 

 Answer the door when no Mutt Assistant is on duty 

 Practice discretion with sensitive information regarding clients, volunteers, employees, and our dogs.  

 Remain calm and reserve judgement in difficult situations 

 Attend to difficult clients or client situations, and facilitate dog returns on an as-needed basis 
 

Reports to: 
 

 COO 
 

Position Requirements: 
 

Knowledge, Abilities, & Skills 
 

 Team player, able to work in a busy and demanding work environment, embrace and foster change, problem 
solve, and regularly demonstrate flexibility and a positive attitude 

 Proven skill and ability to effectively inspire, motivate, read, and lead people 

 Strong ability to delegate tasks and roles to volunteers, and oversee their work to assure achievement 

 Excellent organizational and time-management skills, with ability to multi-task 
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 Strong attention to detail 

 Highly motivated to save as many dogs as possible with the ability to problem solve around and cope with 
limited resources and time 

 Ability to demonstrate strong customer focused skills 

 Highly driven, communicative, polite, and with a professional manner 

 Ability to handle calmly and efficiently situations ranging from routine to emergency 

 General knowledge of dog behavior and care, and ability and skill to successfully work with various kinds of dogs 
in a safe and responsible manner. Commitment to positive reinforcement handling and training methods 

 Comfortable and willing to accommodate multiple dogs in work and office spaces 

 Solid computer skills and database experience  
 
 

Physical Requirements & Work Environment 
 

 Work is performed at Muttville headquarters, which includes areas where dogs live and are cared for, office 

spaces, stairs, and outdoor locations 

 Regular exposure to free-roaming office and headquarters dogs 

 Subject to dog bites and scratches while handling dogs of questionable temperament 

 Exposure to disinfectant solutions 

 Physical stamina required with ability to regularly bend, reach, kneel, sit on the floor, crouch, stay on your feet, 

walk or bathe dogs, and occasionally climb a ladder or lift up to 50 pounds 

 Some work at computer station 

 Valid California driver’s license 

 Highly flexible schedule with ability and willingness to fill shifts on an as-needed basis 

 Available to work weekends, and evenings and holidays as-needed or as required 

 

Experience 
 

 Experience working with animals (particularly in a shelter environment) preferred 

 Management experience highly preferred 

 Previous customer service experience required 

 Previous experience as a volunteer preferred 

 Previous project management experience preferred 
 

 

Salary and Benefits: 
 The starting salary for this position is commensurate with experience and qualifications 

 This is a regular, full-time, exempt position and the benefits package includes medical insurance and vacation, 
holiday, and sick pay 


