
REPORTS TO: Adoption and Program Manager 

PRINCIPLE DUTIES: The Adoption Specialist is PIN’s primary point of contact with visitors to 
the shelter. He/she is responsible for cordially greeting visitors, answering the telephone, and 
facilitating adoptions of PIN animals, including processing paperwork, accurate data entry and 
adopter follow up. 

Specific responsibilities: 

• Under the supervision of the Adoption and Program Manager, facilitates adoptions of PIN 
animals. 

• Develops an understanding of the temperament, personality, and general characteristics of 
PIN animals to assist prospective adopters in finding an animal that matches their household 
and family situations. 

• Greets all visitors to the Pets in Need shelter with enthusiasm, a professional demeanor and 
an offer to provide assistance or answer questions. 

• Works with prospective adopters to complete the Matchmaker profile document. When a 
visitor expresses an interest in seeing animals, the adoption specialist facilitates the meeting 
between prospective adopter and animal(s) and assists in the decision-making process. 

• Once an adoption has occurred, ensures that all paperwork is accurately completed, that 
materials in the adopter packet are reviewed with adopter(s) and that information is entered 
accurately and in a timely fashion in the data base. 

• Within one week of the conclusion of an adoption, follows up with adopters to answer 
questions and check on the transition of the adopted animal into his/her new home. 

• Assists in preparing cage cards and profiles for use on PIN’s website. 
• Assists in conducting off-site adoption and promotional events, as requested by the Adoption 

and Program Manager and/or the Executive Director. 
• Assists in compiling statistics on number of visitors, length of stay and other reports, as 

requested by the Adoption and Program Manager. 
• Other adoption-related duties as requested by the Adoption and Program Manager. 
PHYSICAL REQUIREMENTS: 

• No allergic conditions that would be aggravated when animals are present in the work place. 
• Ability to lift and move objects and animals weighing up to 50 pounds for short distances and 

to humanely restrain animals, when necessary. 
• Comfortable interacting with cats and dogs 
• Comfortable working with – and directing, as necessary – PIN volunteers. 
EDUCATIONAL REQUIREMENTS: 

A minimum of an associate’s degree from an accredited college is required; a BA or BS (Two 
years of qualifying management work experience may be considered as an alternative for each 



year of education), preferably in non-profit management, psychology or business management is 
preferred. 

EXPERIENCE, ABILITIES AND QUALITIES REQUIRED: 

• Minimum of three years of experience in a professional position, preferably in a non-profit 
setting. 

• Comfort in working with animals is required. 
• Background and some experience in working with volunteers in a non-profit setting is 

preferred. 
• Proven ability to maintain poise in a chaotic environment. 
• Ability to articulate the mission of Pets in Need to prospective adopters, volunteers and 

visitors. 
• Ability to be cordial, friendly, helpful and courteous on the telephone and in face-to-face 

interactions. 
• Well organized with good speaking and writing skills. 
• Ability to operate effective and efficiently within various social media. 
Comfortable and skilled in working with a culturally diverse organization. 

Job Type: Full-time 
 


