Receptionist

Department: Front Office
Reports To: Office Supervisor
FLSA Status: Non-Exempt, Full-Time

Wage: $16.90-$18.00 per hour

Organization Overview

Established in 1992, Animal Outreach is a well-respected animal welfare organization serving the
El Dorado County community. We serve more than 6,000 animals each year by providing low-
cost, high-quality spay/neuter and wellness services. We also operate a feline-only shelter and
facilitate the adoption of more than 1,500 cats and kittens annually.

Position Summary

The Receptionistis responsible for providing excellent client service and supporting the day-to-
day operations of the Front Office. Responsibilities include greeting and assisting clients and
guests, processing adoptions, scheduling appointments, handling financial transactions,
answering calls and messages, and assisting throughout the shelter as needed.

The Receptionist is expected to clearly communicate and explain Animal Outreach policies and
procedures to the public while maintaining a welcoming, professional, and positive environment
for clients, volunteers, staff, and animals.

Essential Duties and Responsibilities

e Greetand assist all clients and guests in a positive, warm, and professional manner.

e Promptly answer and respond to incoming calls, voicemails, and text messages, directing
inquiries to the appropriate department or staff member as needed.

e Schedule surgical appointments and complete animal surgical records accurately.

e Provide general information to the public regarding Animal Outreach programs, services,
and other animal-related matters.

e Perform data entry, general filing, form completion, cash register operation, cash
handling, daily financial paperwork, and other administrative duties.

e Provide information to potential adopters regarding available animals and facilitate
meetings between potential adopters and animals they are interested in.



Assist clients with and process adoptions. Review adoption applications and conduct
open, conversational adoption counseling. Complete the adoption process while ensuring
all information is current and records are accurate.

Provide pricing quotes and assist with inquiries regarding animal health histories.

Assist the public and their animals when arriving for and departing from surgical
appointments.

Assist with taking adoption photos and documenting personality traits and other relevant
information for marketing purposes.

Assist clients with lost and found animals and provide guidance regarding appropriate
next steps.

Maintain the accuracy and integrity of the animal database system.

Handle all types of financial transactions, including sales and returns, as well as opening
and closing procedures.

Accept monetary and non-monetary donations from the public and ensure transactions
are properly recorded in Square when applicable.

Maintain the general appearance and cleanliness of the lobby, including sweeping,
mopping, dusting, and organization.

Keep designated areas stocked and organized, including paperwork, Animal Outreach
documents, and office supplies. Prepare and maintain an adequate supply of adoption
packets.

Provide positive and professional interactions with volunteers in related work areas.
Interact with coworkers and volunteers in an efficient, courteous, and respectful manner
to promote a cooperative team environment across all departments.

Participate in disaster preparedness and emergency response activities for the shelter
and community as they relate to animal-related needs.

Attend and participate in departmental and shelter meetings, as well as educational
opportunities as recommended or approved.

Assist with the general maintenance and cleanliness of Animal Outreach buildings and
grounds and address or report safety hazards or unsafe use of Animal Outreach
equipment.

Maintain and promote a positive public image consistent with Animal Outreach standards
and values.

Assist with special events, promote fundraising activities, and support the organization's
overall fundraising efforts.

Deliver incoming mail and packages to the appropriate staff member or department.
Ensure proper handling and distribution of in-kind donations.

Perform other duties as assigned by the Office Supervisor or Director of Operations.



Qualifications — Knowledge, Skills, and Abilities

e Knowledge of customer service and public relations methods and techniques.

e Knowledge of office procedures, methods, and equipment, including computers and
applicable software such as word processing, spreadsheets, databases, and point-of-
sale systems.

e Knowledge of occupational hazards and standard safety practices.

e Ability to work effectively within the fast-paced and sometimes unpredictable nature of a
shelter environment.

e Strong written and verbal communication skills.

e Proven organizational, time management, and planning skills.

¢ Ability to communicate effectively and respectfully with a culturally diverse staff,
volunteers, clients, and community members.

e Maturity, sound judgment, and the ability to maintain a professional demeanor.

e Must be punctual and maintain regular, predictable attendance.

® Ability to understand and comply with Animal Outreach policies and procedures as
outlined in the Employee Manual.

Education and Experience

e Currentvalid California driver's license.
e High school diploma or equivalent.
e Prior customer service experience required.

® Previous experience in animal welfare and general knowledge of animal behavior and care
preferred.

Physical Requirements

e Frequent standing, walking, use of hands to handle or feel, reaching with hands and arms,
speaking, and hearing.

e QOccasional sitting, climbing or balancing, stooping, kneeling, crouching, or crawling.

¢ Ability to occasionally lift and/or move objects weighing up to 50 pounds independently or
up to 100 pounds with assistance from another employee for short distances.

e Specific vision abilities required include close vision, distance vision, and peripheral
vision.

® Must be able to safely perform the essential functions of the position. Allergic conditions
that would be significantly aggravated by exposure to or contact with animals or
chemicals used to sanitize facilities, vehicles, or equipment may affect an individual's
ability to perform the position.



Working Conditions

e Exposure to high noise levels.

e Potential exposure to animal bites and scratches.
e Exposure to hazardous chemicals.

e Exposure to parasites and infectious diseases.

® Must be available and willing to work weekends, holidays, and overtime as needed.

® Must be available to attend mandatory training, meetings, and other activities as the
employer determines necessary or desirable to meet operational and organizational
needs.

Disclaimer

This position description does not state or imply that these are the only duties to be performed by
the employee occupying this position. Employees may be required to perform other job-related
duties as assigned by their supervisor.

This document does not create an employment contract, express or implied, other than an at-will
employment relationship.
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