
 

Community Cat Assistant – Part-Time 

FSLA Status: Non-Exempt 

Summary 

Cats who spend most of their time outside are referred to as “community cats”. They may have vastly 
different personalities but they are all referred to as community cats, and all cats who will be outdoors, 

even for just a short period of time, should be spayed/neutered and vaccinated. TNR is the only proven 

humane way to reduce the number of the cats who live outside, as well as the number of cats coming 

into the shelter. For a high intake animal shelter such as ACCT Philly, ensuring cats are efficiently 

provided with TNR services and returned to their homes is essential to reducing shelter crowding and 

preventing unnecessary shelter euthanasia. By supporting all aspects of the Community Cats program, 

the Community Cat Assistant is integral to the success of this ACCT Philly lifesaving initiative. 

The Community Cat Assistant is responsible for assisting staff with all aspects of the program including, 

but not limited to: placing cats at Animal Care and Control Team of Philadelphia (ACCT Philly) out to the 

field; planning and helping with mass TNR events; communicating with stakeholders regarding 

programmatic activities; maintaining program related data. Assistants are expected to provide quality 

customer service, ensure accurate record keeping and disseminate accurate and appropriate 

information regarding ACCT policies and animals. 

Core Responsibilities 

Community Cat Program Assistance 

● Assisting with daily walkthrough of the shelter to determine SNR eligible candidates currently 

being housed in the shelter environment. Identifying and troubleshooting SNR pathway barriers. 

● Assisting with the planning of trapping strategies for TNR in targeted zip codes in Philadelphia. 

● Assisting with community outreach and education in regards to TNR efforts and management of 

feral colonies as well as coordination and promotion of TNR clinics, as needed. 

● Scheduling trap loan appointments and training the public on proper trapping procedure. 

● Assisting with maintaining location and population data on outdoor cat management in the 

community. 

● Assisting with cleaning of animal areas and equipment as needed, including spot cleaning of 

animal and public areas throughout the day. 

Customer Service & Data Entry 

● Effectively communicating with the public and stakeholders regarding program and finding 

alternative solutions to surrendering healthy outdoor cats to the shelter. 

● Willingness and ability to learn and 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. 

● Maintaining a friendly demeanor and providing high quality customer service to people who visit 

or call the facility. 

● Working effectively and efficiently and in accordance with the organization’s policies; must be 
able to work cohesively with other departments. 

● Treating all animals humanely, properly, and with compassion at all times, regardless of the 

situation and circumstances, and promoting a humane and caring attitude towards all animals. 

 

Qualifications 
 
The ideal person for this job would be personable, outgoing, patient, professional, and able to get along 

well with a variety of people. Has strong written and verbal communication skills; maturity, good 

judgment and a professional personal appearance; strong organizational and computer skills; the ability 

to remain pleasant and clam even in stressful situations; the ability to ask appropriate questions to 

gather information along with the ability to feel and show empathy for other; 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 assignments and schedules; ability to 

life 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; must have valid driver’s license and clean driving record. 
 
Education and Work Experience 
 
High school diploma or equivalent required 

 

Work Environment 

 

ACCT Philly is open to the public 8am to 8pm on weekdays and 10am to 6pm on weekends and holidays, 

and may have as many as 300 interactions with the public in a given day, including with volunteers and 

rescue partners. The shelter operates at a fast pace and experiences rapid turnover of patients. While 

performing the duties of the job, employees are frequently exposed to odors and high levels of noise.  

 

Hours/Status 

 

This is a part-time position, up to 32 hours a week. Work schedule including days and hours may vary 

according to the needs of the organization, may include weekends, nights, and holidays. This position is 

FSLA non-exempt status. This is a non-Union position.  
 
Immediate Supervisor: Community Cats Coordinator 

 

Introductory Assessment Period 

 



The introductory assessment period runs from the date of hire for 90 days 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. During this period, either the employee for 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 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.  


