
 

JOB DESCRIPTION 

Licensing Clerk 

(Part Time) 

SUMMARY ACCT Philly is a non-profit organization contracted with the City of Philadelphia to provide 
dog licensing and other animal care and control services. The Licensing Clerkis responsible 
foroverseeing the processing of licenses and the maintenance and growth of the dog licensing 
program, in addition to ensuring accurate record keeping and reporting in relation to the program. This 
position has a scheduled start date of 3/01/2018. 

PRINCIPAL DUTIES 

 Receiving individual applications for City of Philadelphia DogLicenses via mail and the web; 

 Receiving bulk applications for City of Philadelphia Dog Licenses from license retailers; 

 Data entry- Entering applications for City of Philadelphia Dog Licenses, Carriage Horse 

licenses, and Kennel Registrations into the PetPoint sheltering software system accurately and 

in a timely manner; 

 Processing payments for City of Philadelphia dog licenses; 

 Receipt and processing of payments for Carriage Horse Licenses and City of Philadelphia 

Kennel Registrations; 

 Communicating with legally mandated license retailers regarding compliance with retailer 

regulations; 

 Monthly reporting of licensing data; 

 Preparing monthly reports for licensing renewal reminder notices; 

 Monitoring the inventory of licensing supplies and placing orders when necessary; 

 Communicating with the public regarding City of Philadelphia dog licenses; 

 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 AND QUALIFICATIONS 

High School Diploma or equivalent. A valid Driver’s License or ID is required at time of 
appointment and as a condition of continued employment.  Applicant must be fluent in English. 
Bilingual in Spanish is preferred. 
 

EXPERIENCE, ABILITIES AND QUALITIES REQUIRED 

 Ability to exemplify ACCT Philly’s Core Values of Transparency, Respect, Innovation, 

Commitment, Empathy and Professionalism. 

 Ability to communicate effectively, in English orally and in writing.Bilingual in Spanish is 

preferred. 



 Strong interpersonal, written and verbal skills, including the ability to communicate skillfully and 
effectively with a culturally diverse staff, volunteers and community in a professional, pleasant, 
respectful, courteous and tactful manner at all times; the ability to remain pleasant and calm 
even in stressful situations.  

 Maturity, good judgment and a professional personal appearance; 

 Ability and initiative to work with minimal supervision and direction; 

 Must have a sincere interest in the work, programs and mission of ACCT Philly; 

 Affection for animals, concern for their welfare, and a willingness to accommodate animals in 
the work place. 

 Strong organizational and computer skills/data entry skills.  

IMMEDIATE SUPERVISORDirector of Community Services 
 

HOURS:FLSA Status:Non-Exempt.Part-time positions average a six (6)-eight (8) hours per day, and 
range from eighteen (18) to thirty-two (32) hours per week. Daily hours and days of the week may vary 
according to the needs of the department. Part-time position hours are dictated by the needs of the 
organization. Staff schedules may include weekends, evening, and holiday work. 

INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date 
of hire for three months thereafter.  


