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	REHOMING CENTRE



	Job Title:
	Rehoming Centre Assistant Manager (Operations)

	Reporting to:
	Rehoming Centre Manager

	Location:
	Dogs Trust Rehoming Centre

	Revised:
	October 2001


	Summary

	Answerable to the Manager and working within the management team with primary responsibility for kennel management, the supervision of kennel staff, and the welfare of dogs at the Centre, but also required to be familiar with the duties of other members of the management team in order to stand in for them during periods of absence. 




	Duties

	· Responsible for the day to day management of the kennel areas, including the health, welfare, exercise and presentation of the dogs, as well as the cleanliness and presentation of the kennels themselves.

· Responsible for the daily management of kennel staff, their rotas and breaks, and for ensuring that they carry out their duties correctly and in accordance with Health & Safety guidelines.

· Responsible for the admittance of new dogs to the Centre, ensuring that they are scanned for micro-chips, checked for obvious health problems requiring immediate action, checked by the Centre's veterinary surgeon at the earliest possible opportunity and that records are passed to administration straightaway.

· Responsible, working with the Training and Behaviour Advisor, for ensuring that all dogs are assessed at the earliest opportunity, that behaviour is monitored continuously and records kept, so that the fullest possible picture of each dog can be built up as an aid to rehoming.

· Responsible, working with the Training and Behaviour Advisor, for ensuring that appropriate training is provided for dogs with special needs and that all dogs for rehoming receive basic obedience training, including lead work.

· Assist the vet during visits to the Centre, ensuring that records are kept; including records of treatment administered and for ensuring that further medication, if required, is correctly administered.

· Order veterinary supplies, check them against the delivery note on arrival, store them securely, record their usage, carry out stock checks at least on a weekly basis and ensure that delivery notes and accounts are passed promptly to administration for reconciliation and payment.

· Ensure that kennel usage is maximised, whenever possible housing dogs in pairs, or more if compatible.

· Ensure that dogs are correctly prepared for rehoming, including arranging for neutering, vet checks etc.

· Ensure that adopters of dogs are properly briefed about the requirements of their dog and about the availability of continuing advice if necessary.

· Ensure that adequate supplies of kennel cleaning equipment, dog foods etc are held and that replacement stock is ordered in a timely manner.

· Ensure that kennel staff have adequate supplies of uniform clothing and that they present themselves to the highest standard consistent with their work. 

· Responsible for supervising volunteers working with or walking the dogs.

· Report to the Assistant Manager (Administration) and maintenance staff any defects or maintenance requirements in the kennel areas. 

· Maintain the highest standards of customer care and ensure that any customer queries are dealt with in a timely and efficient manner. 

· Be thoroughly familiar with Standard Operating Procedures (SOPs), Administrative Guidelines and Instructions (AGIs) and the policies of Dogs Trust.

· Assist the Manager with the recruitment, selection and training of staff.

· Develop and maintain a good working relationship with other members of the staff, helping to foster good morale within the Centre, anticipating problems within the staff, advising the Manager of such problems and helping in their resolution.

· Promote the work of Dogs Trust, and specifically the Centre, through the media, the public, local vets etc, whilst always protecting the image of Dogs Trust.

· Assist the Manager in ensuring that all Health and Safety procedures, including the use of personal protective equipment, as deemed necessary after assessment of risk, are implemented and followed.

· Develop a sound knowledge of the roles of the Manager and Assistant Manager (Administration), in order to carry out their duties during periods of absence.

· If resident at the Centre, carry out night duties as required.

· Carry out other duties as directed by the Manager, Assistant Field Directors, Field Director or Chief Executive.




	Person Specification 

	The successful candidate will have supervisory experience with proven dog welfare, administrative and customer care skills.

Good communication skills, both verbal and written with good organisational and interpersonal skills are essential. A self-motivator with huge amounts of energy, commitment and enthusiasm. 

The successful candidate must have a clean and current driving licence.  It would be beneficial if the applicant has some experience in a similar environment.

A commitment to the aims and objectives of Dogs Trust is important. 
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