
 

 

Temporary Life Saving Counselor, Part-time  
FLSA Status: Non-Exempt 
  
SUMMARY: Life Saving Counselors are responsible for placing animals at Animal Care and Control 
Team of Philadelphia (ACCT Philly) into foster homes, with rescue partners, or into adoptive homes while 
creating a positive experience for all visitors. Life Saving Counselor duties include but are not limited to: 
ensuring quality customer service, assisting clients with finding animals, ensuring accurate record 
keeping, disseminating accurate and appropriate information, and providing efficient and accurate foster, 
rescue, and adoption animal disposition. This position is a temporary, seasonal employment from May 
2017 through December 2017. 

PRINCIPAL DUTIES 
·         Following all policies and procedures and delivering quality customer service, including 
assisting people with finding appropriate pets by facilitating introductions between people and animals  
·         Ability to utilize shelter management software to effectively and efficiently track animals coming 
to and going from the shelter; 
·         Ensuring proper documentation for each animal is current and accurate prior to any animal 
leaving the facility for adoption, rescue or foster care; 
·         Updating animal photos and assisting the Transfer Programs Manager with creating 
individualized descriptions of the animals to help promote them for foster or rescue both in the 
computer system and on social media websites; 
·         Addressing any customer dissatisfaction and reporting any customer issues to management; 
·         Monitoring the health of the animals in the shelter, and entering the shelter, on an ongoing 
basis by rapidly identifying any health problems or conditions (medical or behavioral) and immediately 
reporting them to the supervisor or veterinary technician; assisting with the cleaning of animal areas 
and equipment as needed, including spot cleaning of animal and public areas throughout the day 
·         Helping people through the rescue and foster process, sharing information about animal care 
and behavior, reviewing foster and rescue applications, interviewing applicants in a conversational 
way, making decisions to finalize or deny a foster, and communicating with the applicant in such a 
manner that maintains a courteous and friendly attitude even when declining a request;   
·     Assisting the Department Manager, and other departments and their managers with their work 
as needed 
·         Working effectively, efficiently and in accordance with the organization’s policies; 
·         Treating all animals humanely, properly, and with compassion at all times, regardless of the 
situation or circumstance, and promoting a humane and caring attitude toward all animals; 
·         The intent of this job description is to provide a representative and level of the types of duties 
and responsibilities that will be required of positions given this title and shall not be construed as a 
declaration of the total of the specific duties and responsibilities of any particular position. Employees 
may be directed to perform job-related tasks other than those specifically presented in this 
description. 

  
EDUCATIONAL REQUIREMENTS  
High School Diploma or equivalent. 

  
EXPERIENCE, ABILITIES AND QUALITIES REQUIRED 

·         Strong written and verbal communication skills. The ideal person for this job would be 
personable, outgoing, patient, professional, and able to get along well with a variety of people; 
·         Maturity, good judgment and a professional personal appearance; 



 

 

·         Strong organizational and computer skills; 
·         The ability to remain pleasant and calm even in stressful situations; 
·         The ability to ask appropriate questions to gather information along with the ability to feel and 
show empathy for others; 
·         The ability to turn people down, firmly when necessary, without becoming aggressive or 
unpleasant; 
·         Affection for animals, concern for their welfare, and a willingness to accommodate animals in 
the work place; 
·         Comfort and ability in working with animals of unknown disposition and those who may exhibit 
medical and other problems, as well as aggressive tendencies; 
·         Willingness and ability to learn and maintain knowledge of small animal behavior and health, 
common issues, and ways to address them; 
·         Ability to problem solve and work with minimal supervision; 

·         Ability to accommodate varied work assignments and schedules; 

·         Ability to lift and move objects and animals weighing up to 50 pounds for short distances and to 
humanely restrain an animal when necessary; 
·         Must have a sincere interest in the work, programs and mission of ACCT Philly 

IMMEDIATE SUPERVISOR Director of Lifesaving, and Transfer Programs Manager  

HOURS FLSA STATUS: NON-EXEMPT POSITION 32 hours per week. Daily hours and days of the week 
may vary according to the needs of the department schedule. Includes weekends, night, holiday and on-
call work.  

INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date of 
hire for three months thereafter. For employment in any position with the ACCT Philly, this introductory 
assessment period is the period during which the specifics of the job are learned. During this period, 
either the employee or ACCT Philly may end the employment relationship without notice or prejudice. 

EMPLOYMENT There is no minimum period of employment guaranteed or implied by acceptance of an 
employment offer. It is the policy of ACCT Philly that even exempt positions are governed by the needs of 
the agency, which means that employment is for no specified term and either ACCT Philly or the 
employee, may terminate that employment at any time. The Executive Director has final authority over 
these decisions and determinations. 

 

 

 


