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JOB DESCRIPTION

Job Title: 		Animal Services Coordinator	
[bookmark: _Hlk216174660]Department: 		Animal Welfare					
Reports to: 		Animal services manager
Location: 		Bath Cats and Dogs Home, Claverton Down, Bath
Hours: 			30 hours over 4 days each week including Saturday
Salary:			£TBC

About BCDH 

Every cat and dog should enjoy a healthy life and a happy home. Through advice and support in our community, to rescue, rehabilitation and rehoming at our centres, we positively transform the lives of pets.
         
The role

To support the Animal Services Manager in managing the arrival and departure of animals at Bath Cats and Dogs Home, and to work alongside colleagues to ensure animal-related queries are handled with efficiency and compassion.

Principal tasks

Coordinate the arrival and departure of animals
· Be the point of contact for RSPCA Inspectors and Local Authority Dog Wardens.
· Admit animals into our care from the RSPCA, Local Authorities and the public.
· Ensure admissions and claims for stray animals are in line with legislation and contractual obligations to the Local Authority.
· Flag any animals requiring immediate veterinary or behavioural care to relevant colleagues.
· Collect fees relating to claims for stray animals, creating invoices and logging transactions.
· Maintain animal records in line with RSPCA licensing conditions.
· Maintain accurate database records and comply with GDPR.

Provide an excellent experience for all supporters and the public
· Handle conversations with the public with compassion and sensitivity, particularly when owners are no longer able to care for their pets.
· Ensure all communication is clear and easy to understand, whether written or verbal.
· Answer queries and handle complaints or challenges promptly and professionally.

Represent the Animal Services team professionally within the charity
· Understand the roles of other teams and liaise with them professionally
· Be an advocate for the adopters and the rehoming process in discussions with colleagues.
· Exercise good judgement and provide well considered recommendations.

 Work effectively within the Animal Services team
· Understand the charity’s systems and processes and use them effectively.
· Prioritise workload to ensure all tasks are completed in a timely manner.
· Work with the Animal Services Manager and other team members to manage workload and ensure service levels are maintained.
· Undertake other duties as required.
· Work with the Animal Services Manager to identify personal development opportunities.
· Take responsibility for health and safety.
· Abide by all relevant policies and procedures.

 

Knowledge, skills and experience

Essential
· Excellent IT and administration skills
· Experience of managing multiple tasks to deadlines and prioritising own workload 
· Experience of dealing with supporters/customers face to face and by telephone 
· Excellent verbal and written communication skills 
· A methodical approach to work with the ability to initiate, implement and complete tasks to a high standard and with minimum supervision 
· Enthusiasm, energy and the ability to work under own initiative and as part of a team. 
· Awareness of data protection regulations and commitment to the security of personal data.
Desirable 
· Experience of working or volunteering in the charity sector 
· NVQ in Animal Care or equivalent
· Experience of using a charity CRM or customer database  
· An understanding of animal welfare issues in the UK  
· Awareness and appreciation of diversity and the ability to communicate with people from diverse backgrounds 

Organisation 
RSPCA Bath & District Branch (Bath Cats and Dogs Home)

Job Context
Work is carried out within general guidelines in accordance with the RSPCA Licensing Scheme and other relevant Branch policies and procedures. 

Additional information
· The work requires weekend working.
· A full driving license is helpful but not essential.
· We expect a commitment to Bath Cats and Dogs Home’s values and a working style that reflects them.
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