
 

 

Part-Time Adoptions Counselor 

FLSA Status: Non-Exempt 

SUMMARY : The Counselor of Adoptions is responsible for finding good homes for dogs, cats and other 

animals both at the shelter and at offsite adoption events, while creating a positive experience for 

prospective adopters and other clients  through quality customer service. 

 

PRINCIPAL DUTIES 

 Review and approve adoption applications, assisting customers at the shelter with finding the right 

foster, rescue or adoptive match by helping with animal meets, as well as dog and cat tests. 

 Maintain knowledge of common companion animal behavior and medical issues and ways to 

address them, in order to provide thorough counseling and post-adoption support in person and via 

phone and email for adopters. 

 Coordinate retail inventory and assist customers with purchasing range of retail items. 

 Learn and utilize shelter management software to effectively and efficiently track animals and update 

medical status, behavior, and outcomes. 

 Photograph animals and create individualized descriptions of animals drawing on medical and 

behavior assessments to promote for foster, rescue and adoptive placement, and actively promote 

animals for adoption on-line. 

 Assist with events, promotions, and adoptions for animals at off-site adoption locations and during 

on-site events. 

 Work as a team to maintain the Adoption Office area and areas of adoptable animals, cleaning and 

organizing areas to keep them presentable to the public and safe and healthy for the animals. 

 Respond to phone, email and in-person inquiries about ACCT Philly adoption program. 

 Assist other members of Life Saving department with foster care, rescue transfers, and surrender 

prevention programs as needed. 

 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 interpersonal, organizational and leadership skills; ability to work in a stressful environment 

and handle difficult situations with both staff and the public. 

 Strong problem solving skills – focusing on finding solutions to problems and challenges with big 

picture thinking in a team oriented fashion. 

 Ability to accommodate varied work assignments and schedules; ability to prioritize and plan ahead. 

 Comfort and ability to work humanely with animals of unknown disposition and those who may 

exhibit medical and other problems, as well as aggressive tendencies. 

 Ability to communicate (written and verbal) skillfully and effectively with a culturally diverse staff, 

volunteers and community in a professional, non-judgmental, respectful, courteous and pleasant 

manner at all times. 

 Maturity, good judgment and professional personal appearance. 

 Ability to lift and move objects and animals weighing up to fifty (50) pounds for short distances. 

 

IMMEDIATE SUPERVISOR Director of Lifesaving  

 

HOURS Part-time positions average a minimum of eight (8) hours per day, forty (40) hours per week. 

Daily hours and days of the week (for both full and part-time position) may vary according to the needs of 

the department. Part-time position hours are dictated by the needs of the organization. Staff schedules 

include weekends, night, and holiday work. 

 

INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date of 

hire for three months thereafter. For employment in any position with ACCT Philly, this introductory 

assessment period is the period during which the specifics of the job are learned. 

 

EMPLOYMENT It is the policy of ACCT Philly that all positions are governed by the needs of the agency, 

which means that employment is “at will” and for no specified term. Either ACCT Philly or the employee, 
may terminate employment at any time. 

 


