
JOB DESCRIPTION – OPERATIONS DIRECTOR 
 
Cat Haven Inc. 
Reports To: Executive Director 
Part Time/Full Time: Full Time, salaried, exempt 
Compensation: Based on candidate’s experience & Cat Haven’s ability to pay 

PTO offered, but no other benefits 
 
This is a full-time, salaried position and requires the employee to work at the Cat Haven Adoption Center five days 
per week (including one weekend day) and to be on-call for cat health care emergencies. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. Respond to requests for help and coordinate the admission of cats and kittens pursuant to 
Cat Haven guidelines. 

2. Coordinate with personnel at the Companion Animal Alliance to transfer cats and kittens to 
Cat Haven for care and adoption. 

3. Manage the daily care and the medical care of the cats and kittens in the CHAC, in offsite 
adoption centers and in foster care. 

4. Recruit, train and manage foster parents. 
5. Maintain inventory of items needed for ongoing cat care. 
6. Maintain Pet Point database. 
7. Supervise Shelter Manager and Adoptions Manager in the performance of their duties, 

which include: 
a. Supervising routine adoption hours at the CHAC. 
b. Recruiting, training and managing volunteer adoption personnel. 
c. Recruiting, training and managing CHAC and offsite adoption center caretaker 

personnel. 
d. Placing cats and kittens in and out of offsite Adoption Centers and monitoring their 

care. 
e. Planning and managing all offsite and on-site adoption events (routine and special). 
f. Maintaining an inventory of items needed for operation. 
g. Helping to manage Facebook posts related to adoption reporting and adoption success 

stories. 
h. Helping to manage photos and profiles for all animal adoption websites (Petango, 

Petfinder, Adopt-A-Pet, etc.) 
i. Managing follow-up on all adoptions and responding to post-adoption concerns. 
l. Maintaining a clean and well-organized CHAC in good repair. 

 
SUPERVISORY RESPONSIBILITIES 
 
Coordinate and supervise volunteers and staff, monitor performance and provide evaluations. 
Recommend rewards or discipline as appropriate. 
Address complaints and resolve problems in consultation with staff. 
 
WORK ENVIRONMENT AND SCHEDULE 
 
Employee will work primarily at the Cat Haven Adoption Center, but will also spend time at off-site 
adoption venues.  Employee will be required to travel to veterinary clinics, retail stores, other adoption 
venues, rescue sites and other possible off-site locations daily. 



 
Work schedule will include weekends and some time spent after usual business hours.  
 
QUALIFICATION REQUIREMENTS 
 
Education and/or Experience:  

1. College or technical degree/certification;  
2. Two to four years animal welfare experience and/or training; or  
3. Equivalent combination of education and experience. 

 
Necessary Knowledge, Skills and Abilities:  

1. Working knowledge of animal restraint and care techniques. 
2. Ability to establish and maintain effective working relationships with subordinates, peers, 

supervisors, other animal welfare organizations, veterinarians and representatives of offsite 
adoption locations. 

3. Ability to exercise sound judgment in evaluating situations and in making decisions. 
4. Ability to effectively present information to Executive Director, public groups and/or 

Boards of Directors. 
5. Ability to master software programs/databases, including PetPoint, Volgistics and 

Microsoft Office applications. 
6. Ability to operate tools and equipment as required, including:  first aid equipment, portable 

kennels and cages, hypodermic needles, syringes, electric clipper, office equipment, 
personal computer. 

7. Ability to vaccinate/microchip cats and kittens or willingness to be trained to 
vaccinate/microchip. 

8. Ability to take good photographs via phone to transmit for posting on Facebook, other sites. 
 
Physical Demands: 

1. Employee will frequently be required to stand, walk, sit, stoop, kneel, reach with hands and 
arms, climb and balance. 

2. Employee must have close vision for computer work, examining animals for injury or 
parasites, locating a vein for blood draw, etc. 

3. Employee must regularly lift and/or move up to 15 pounds and frequently lift or move up to 
50 pounds. 

 
Other:   

1. Employee must have own automobile available for use in their job duties and a valid 
driver’s license and proof of insurance. 

2. Employee must be willing to use personal cell phone for photography and to receive phone 
calls and text messages related to job duties. 

 
Please submit resume and a cover letter to: 

 
Rachel Waldrop-Holzhauser 
rholzhauser@cathaven.org  
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