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Compassionate Care Specialist



JOB SUMMARY: The Compassionate Care Specialist (CCS) reports to the Director of Shelter Operations and is responsible for ensuring smooth, efficient, and consistent daily operations at the Fredericksburg SPCA by actively coordinating and supporting the team of Compassionate Care Technicians (CCTs). This role is focused on daily floor supervision, managing opening and closing procedures, and ensuring that CCT tasks are completed accurately and on schedule.
The Compassionate Care Specialist is responsible for leading the training of all CCT staff, ensuring they are properly instructed in shelter protocols, safety procedures, and daily responsibilities. A key part of this role is monitoring accuracy, completion, and accountability in task performance, providing regular feedback, and addressing any performance concerns in coordination with the Director of Shelter Operations.
The CCS maintains a strong presence on the shelter floor throughout the day, monitoring workflow, addressing operational needs as they arise, and providing real-time support and guidance to staff. They act as a key point of communication between the CCTs and the Animal Care and Operations teams, helping implement staff schedules, communicate daily priorities, and ensure all protocols are followed.
ESSENTIAL RESPONSIBILITIES
· Conduct and lead CCT training, ensuring they are thoroughly instructed in their duties, shelter and cleaning protocols, safety guidelines, and operational expectations.
· Conduct basic-level animal handling, animal care, and enrichment training and ensure documentation and compliance of such training is complete. 
· Coordinate any additional or cross-training for CCTs with the appropriate departments.
· Assist with onboarding new staff and maintain accurate, up-to-date records of training completion and issued equipment.
· Work closely with new staff to build confidence and skills in their roles through hands-on guidance and consistent support. 
· Schedule new CCTs to appropriately shadow in various shelter areas, closely monitor competencies throughout the probationary period, and assist in assessing readiness for official job offers upon successful completion.
· Continually monitors staff performance and task completion throughout the day to ensure accountability and accuracy in standards of care, cleanliness, and safety are upheld. 
· Provide timely feedback and retraining when necessary, or escalation of disciplinary action to the Director of Shelter Operations or the management team.
· Support ongoing development by identifying areas for improvement in coordination with the Director of Shelter Operations. 
· Support the implementation of new procedures or initiatives in coordination with the management team.
· Assist with the hiring process for CCTs, conducting interviews, and providing input and recommendations of candidate selection.
· Ensure adequate daily staffing by overseeing CCT schedules and availability. Help assess staffing needs and coordinate coverage for absences, time off, and special events to ensure consistent shelter operations when needed.
· Oversee and execute shelter opening and closing procedures, ensuring all shelter areas are clean, secured, and properly prepared for daily operations or shutdown.
· Maintain an active presence on the shelter floor throughout the day, offering real-time support, direction, and assistance to Compassionate Care Technicians, volunteers, and members of the public.
· Conduct daily walkthroughs of the entire facility to assess cleanliness, organization, staff productivity, animal welfare, data compliance (monitoring sheets, kennel cards, etc), and identify any immediate issues requiring attention.
· Lead daily staff huddles to communicate shelter and animal updates, assign tasks, set daily goals, and discuss any challenges or priorities for the day.
· Fill in for Compassionate Care Technician (CCT) duties during staff shortages, high-volume days, or as needed to ensure operational continuity.
· Maintain inventory and tracking of Compassionate Care Technician items (slip leads, treat pouches, safety sprays, etc).
· Serve as the primary point of contact between the CCT team and the Animal Care and Shelter Operations teams to ensure smooth communication and collaboration.
· Support CCTs in handling difficult tasks, emergencies, or emotionally charged situations with professionalism and empathy.
· Work with Shelter Operations, Animal Care, and Administrative teams to ensure proper inventory of necessary tools and supplies is maintained.
· Work with Shelter Operations, Animal Care, and Administrative teams to identify areas of facility requiring repair or replacement.
· Assist front desk staff when needed by answering phones, responding to emails, greeting visitors, and filing paperwork.
· Maintain and regularly update comprehensive binders on shelter processes, procedures, and information.
· Oversee playgroups and playdates as directed by Animal Care Manager, ensuring proper delegation of roles.
· Serve as basic Manager-on-Duty when scheduled or assigned to support shelter operations.
· Other duties as assigned.

EDUCATION & EXPERIENCE
· Minimum 1–2 years of animal care, veterinary, or shelter experience required.
· 1 year of supervisory, scheduling, or staff coordination experience preferred.
· Fear Free Shelter Certification (or ability to obtain certification within 90 days).
SKILLS & COMPETENCIES
· Ability to lead and mentor staff, foster a collaborative team culture, and hold team members accountable to standards of care.
· Excellent organizational skills; ability to manage multiple priorities and adapt to a fast-paced environment.
· Familiarity with animal shelter management software (e.g., Shelterluv, PetPoint, or similar) and recordkeeping best practices.
· Comfort working collaboratively across departments (e.g., veterinary, communications, development, and outreach).
· Must demonstrate proficiency and skills in handling animals of all sizes and temperaments safely and humanely, following Fred SPCA policy and training.
· Willingness to work a flexible schedule, including weekends or holidays, and special events.
· Excellent communication and interpersonal abilities, with patience and tact when supervising staff or assisting the public.
· Must uphold the values and policies of the Fredericksburg SPCA.
· Must have reliable transportation.

WORKING CONDITIONS:
· Indoors in a high-noise, air-conditioned/heated building, outdoors at shelter (all-weather unless deemed unsafe), or on location for various activities.
· Use of various things: laser printer, copy machine, fax machine, telephone, power washer, industrial laundry machine, dryer, and cleaning supplies.
· Regularly exposed to animals, bodily fluids, cleaning chemicals, fumes, dust, animal feces, bites, and scratches, and needles, as well as potential exposure to deceased, aggressive, or fractious animals; hostile individuals; zoonotic or other diseases; and unpleasant noises, odors, or sights.

MENTAL, PHYSICAL, AND COMMUNICATION DEMANDS:
· The employee must be able to lift and/or move up to 50 pounds.
· The employee must frequently bend, grip, and be flexible to do so.
· Ability to work around pet dander, dust, and other allergens without issue. Regularly required to stand and walk.
· Strong data entry skills and the ability to maintain accurate records in shelter software.
· Requires working alone or with minimal supervision – must be self-motivated.
· Requires patience and tact when working with difficult, emotional, or angry people.
· Requires treating people and animals in a pleasant, courteous, and professional manner.
· Adherence to the Fred SPCA’s policies and philosophies.
· This position description in no way states or implies that these are the only duties to be performed by the employee occupying this position. Employees will be required to follow any other job-related duties required by their supervisor. This document does not create an employment contract, implied or otherwise, other than an “at-will” relationship.
DRESS CODE
Appropriate attire for this role can include: full scrub sets, Fred SPCA-branded t-shirts with jeans or long pants. Sturdy closed-toe footwear must be worn at all times. Limit pierced jewelry to small studs: no dangling earrings, spikes, or hoops. Avoid any excessive necklaces, rings, or bracelets that could get caught or pose a safety risk. To maintain full alertness at all times for the safety of the animals and staff, no headphones or earbuds are allowed; earplugs to dampen noise may be provided upon request. Management reserves the right to address attire that is unsafe or inappropriate.

COMPENSATION & BENEFITS
· This is a full-time, non-exempt position in which the employee will be expected to work an average of 35-40 hours per week.
· Schedule: TBD
· A 90-day probationary period for position suitability will begin on the date below.
· The employee’s full-time benefits and PTO accruals will not be affected by the probationary period.



I have read and understood the duties and expectations as described in this position description.
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