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Animal Care, Volunteer  
& Foster Manager 

 
Reports to: Shelter Director 
Direct Reports: Animal Care Staff (operational oversight) 
Status: Full-time, Exempt 
Department: Animal Care 

POSITION SUMMARY 

At Tails of Hope, every animal deserves a safe place to land while they wait for their forever home — and that 
depends on a well-run animal care operation, a strong volunteer program, and a foster network that people want 
to be part of for the long haul. The Animal Care, Volunteer & Foster Manager owns all three. This role oversees 
the daily productivity of the animal care team and holds the line on protocol compliance, manages the full 
volunteer scheduling process in close partnership with the Volunteer Coordinator, and builds lasting, trust-based 
relationships with our foster network — making sure fosters understand and follow our process from their very 
first placement through years of partnership. This is an operational leadership role, not a traditional HR role: the 
Manager makes sure the work gets done well, on time, and to standard, while day-to-day HR matters — time 
off, benefits, hours, and disciplinary action — remain with the Shelter Director. Success here looks like an animal 
care team that runs like clockwork, a volunteer program people want to join and stay with, and a foster network 
that trusts Tails of Hope enough to keep coming back. 

KEY RESPONSIBILITIES 

Animal Care Oversight & Protocol Compliance 

● Daily Productivity Oversight: Oversee the animal care staff's daily work, making sure assigned tasks — 
feeding, cleaning, exercise, and enrichment — are completed fully and on time each day. This is oversight 
of output and standards, not HR supervision: staff scheduling of hours, time-off approval, benefits, and 
disciplinary matters stay with the Shelter Director. 

● Protocol Compliance: Monitor and enforce compliance with the shelter's cleaning, sanitation, and disease-
prevention protocols across both staff and volunteers. Conduct regular walkthroughs and spot-checks, 
address gaps directly and promptly, and re-train as needed so standards hold even when no one is 
watching. 

● Coaching & Accountability: Provide real-time coaching and redirection to keep the animal care team on 
track and animals well cared for, holding the team to a high standard while maintaining a positive, 
respectful working environment. 

● Hands-On Coverage: Step in to provide direct, hands-on animal care alongside the team when the shelter is 
short-staffed or a gap needs to be filled quickly. 

● Day-to-Day Problem Solving: Serve as the go-to problem-solver when something in the daily flow breaks 
down — a call-out, a scheduling gap, a protocol slip — and resolve it before it affects the animals in our 
care. 
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Volunteer Program Management 

● Volunteer Scheduling: Own and manage the master volunteer schedule, working very closely with the 
Volunteer Coordinator day to day to make sure every shift and every need has adequate coverage. 

● Onboarding & Training: Coordinate all aspects of volunteer onboarding and training with the Volunteer 
Coordinator, including scheduling and leading recurring orientation and training sessions for new volunteers. 

● Specialized Volunteer Vetting: Confirm volunteers have completed all required training before taking part in 
specialized activities such as dog walking and enrichment and utilize current roster of which volunteers are 
cleared for which activities. 

Foster Relationship & Program Management 

● Long-Term Relationship Building: Build and maintain long-term, trust-based relationships with the foster 
network — the goal is fosters who come back again and again, not one-time placements. 

● Foster Onboarding: Onboard new fosters and re-engage existing ones when the shelter has an urgent need, 
sitting down individually with each foster to walk through the foster process, complete required paperwork, 
and answer questions. 

● Protocol Adherence: Make sure fosters understand and consistently follow Tails of Hope's protocols and 
procedures, and serve as their primary point of contact throughout the placement — checking in proactively 
rather than waiting for a problem to surface. 

● Placement Transitions: Coordinate the transition of foster animals back to the shelter or into adoption, 
keeping the process smooth for both the foster and the animal. 

● Foster Program Boundaries: Does not schedule foster animals' medical appointments (Animal Health 
Coordinator) or process foster applications (Volunteer Coordinator & Shelter Director), and stays in close, 
ongoing coordination with both so every handoff is seamless. 

Operations, Data & Inventory 

● ShelterLuv Management: Manage ShelterLuv to ensure animal locations and care notes are accurate and 
updated daily as animals move through the shelter. 

● Inventory Management: Manage shelter inventory, with the exception of office supplies and medications, 
which are reported to the Shelter Director, tracking usage and reorder needs so supplies never run short. 

Cross-Departmental Collaboration 

● Team Collaboration: Work closely with the Volunteer Coordinator, Animal Health Coordinator, Animal Intake 
Coordinator, and Shelter Director to support smooth daily operations. 

● Representation in Planning: Represent the animal care, volunteer, and foster functions in shelter leadership 
discussions and planning. 

QUALIFICATIONS 

● Education: High school diploma or equivalent required; associate's or bachelor's degree preferred. 

● Experience: 2+ years of experience in animal care, fostering, or volunteer coordination in a shelter or rescue 
environment; prior experience overseeing the work of others (staff or volunteers) preferred. 
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Essential Skills 

○ Strong organizational and scheduling abilities, with the capacity to manage several moving programs 
at once 

○ Skilled at coaching and holding others accountable to protocol and standards without formal HR 
authority 

○ A natural relationship-builder who earns trust with fosters and volunteers over time 

○ Clear, patient communicator and trainer 

○ Understanding of animal behavior and shelter best practices 

● Physical Requirements: Ability to lift up to 50 pounds and work in a shelter environment with animal noise, 
odors, and allergens. 

● Schedule: Flexible availability, including weekends, as animal care, volunteer, and foster needs require. 

● Reliability: Dependable attendance, sound judgment under pressure, and the ability to work independently. 

● Leadership Mindset: Comfortable holding a team to high standards while maintaining a positive, supportive 
culture, and clear on the difference between day-to-day operational oversight and formal HR management. 

PERSONAL QUALITIES WE'RE LOOKING FOR 

● A warm, welcoming presence who serves as an outstanding ambassador for Tails of Hope with staff, fosters, 
volunteers, and the community 

● A natural relationship-builder who fosters trust and loyalty among volunteers and fosters alike 

● Leads by example, holding high standards for protocol and productivity while maintaining a positive, 
collaborative team culture 

● Patient, clear, and calm under pressure 

● Positive, resilient, and mission-driven — able to hold both the joys and heartbreaks of this work with grace 

WHAT WE OFFER 

● A collaborative, mission-driven team environment where your voice matters 

● Paid time off 

● Medical, Dental & Vision Insurance 

● Professional development opportunities 

● The opportunity to build and shape the animal care, volunteer, and foster programs at a growing 
organization 

 


