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Position Title:   Adoptions Manager 
Classification:  Full-time, Exempt 

Date:   January 2017 
 

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. It is our goal to save 1,000 dogs this year. We are 

a team-oriented organization with a positive attitude when it comes to helping animals and working 

with our community. 

 

Position Description: 

Adoptions are Muttville’s number-one priority and we are looking to hire a special person who is highly 

motivated and believes in Muttville’s mission to save as many senior dogs as possible by placing them in 

loving and caring homes. The Adoption Manager’s job is to engage community members and enable 

them to join us in our rescue work through adopting, volunteering, and donating. 

We are seeking a socially extroverted and highly organized individual to manage our adoption program 

and assist with community outreach and customer service efforts. The ideal candidate has previous 

project and people management experience and will further develop the structure and success of our 

adoption program, including the training, mentoring, and coordinating of talented volunteers. We are 

looking for an individual who enjoys working in a fast paced environment and who finds working with a 

diverse group of people as enjoyable as working with animals! Candidates must possess strong 

leadership, organizational, and customer service skills with a solid history of taking initiative to problem 

solve and prioritize.  

 

Leadership 

 Continuously and creatively develop and implement best practices and processes to support 

Muttville’s adoption goals and ensure effective, efficient, and innovative running of the program 

by guiding customer service and adoption strategies 
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 Prepare action plans and schedules to identify key steps in program development, growth, 

maintenance, supervision, and assessment 

 Produce a variety of reports to reflect our goals, activities, outcomes, trends, and next steps 

 Build a team of volunteers to assist in reaching our adoption goals; develop on-going training 

and education to support volunteers including but not limited to processes for closing 

adoptions, matchmaking, and conducting adoption outreach events  
 

Adoption Counseling 

 Model an approach to adoptions that embraces community members, encourages them to 

adopt, and helps them and their dogs succeed 

 Facilitate good matches between adopters and our dogs, and train and support volunteers, 

foster parents, and staff to participate in these efforts in the most effective ways 

 Provide adoption matchmaking, client service, direction for volunteers, and dog safety 

monitoring at adoption and outreach events 

 Promptly and proactively assist and follow-up with adoption applicants to ensure they meet 

dogs of interest and are provided with the support and information needed to successfully 

adopt. Track interactions and outcomes 

 

Volunteer Management 

 Strengthen and grow adoption and customer focused volunteer teams, with defined goals, 

process improvements, and assessment. Foster a culture of teamwork, collaboration, fun, and 

professionalism 

 Train, support, mentor, schedule, track, and oversee volunteers and new staff members 

participating in weekly adoption and/or outreach related events and activities 

 Develop and maintain adoption related materials for clients and volunteers. This includes 

learning aids for adoption and/or event volunteers  
 

Customer Service 

 Help create and promote a welcoming and supportive environment and proactively engage with 

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

experiences 

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

 Always address client situations courteously, patiently, and professionally 

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

dogs. Remain calm and reserve judgement in difficult situations 

 

 



3 
 

Teamwork 

 Consistently display great teamwork, taking the time to make positive relationships with other 

team members a priority and demonstrating genuine passion and commitment toward the 

team. Come to work with the commitment of giving 110% and expect others on the team to do 

the same 

 Assist with and commit to keeping our facility organized, clean, and visitor-ready 

 Provide back-up support for the Volunteer & Foster Care Manager, Mutt Manager, and Mutt 

Assistants as-needed 

 Proactively communicate with team members to ensure everyone is informed and working from 

the same page and in a consistent manner. This includes communicating with team members 

and welcoming feedback 

 Perform other duties as assigned 

 

Marketing & Public Relations 

 Develop and implement special adoption, outreach, and promotional activities to attract more 

adopters, reach new audiences, and create successful adoption experiences 

 Represent Muttville, our dogs, and adoptions with select media and community groups 

 Work in cooperation with volunteers, foster parents, and staff to highlight, market, and do 

effective adoption matchmaking for our harder- or slower-to-adopt dogs 

 Handle phone calls, emails, and visitors daily 

 

Reports to: 

 Chief Operating Officer 
 

Position Requirements: 

 

Education and Experience 

 Previous experience in customer centric environment required 

 Bachelor’s degree required 

 Valid California driver’s license required 

 Previous management experience required 

 Previous shelter experience with adoption counseling preferred 

 Previous project management experience required 
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Knowledge, Abilities, and 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 

 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 

 Excellent written and oral communication skills required 

 Must be a vision-oriented individual with the ability to create, innovate, maintain, and evaluate 
programs 

 Skilled at setting measurable goals, and working independently and with others to plan and 
carry out projects 

 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 

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

 Solid computer skills and database experience  

 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 required. Further educational opportunities will be made 
available. 

 
Physical Requirements and Work Environment 

 The position requires being comfortable working in a bustling office and cage-free environment, 

and on the weekends 

 Work is performed at Muttville headquarters, which includes areas where free-roaming dogs 

live and are cared for, office spaces, stairs, and outdoor locations 

 Subject to dog bites and scratches while handling dogs 

 Regular standing, bending, reaching, kneeling, sitting, crouching, and dog handling , with 

occasional lifting of up to 40 pounds 

 Regular work at computer station 

 May be exposed to disinfectant solutions, animal odors, or airborne particles 

 Occasional driving to off-site adoption and outreach events required, using the Muttville van 

 
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, 
401k plan, and paid time off for vacation, holiday, and sick time 

 Work schedule includes = weekend work, and may include some evenings, and/or holidays as-
needed or required 

 


