
Job Descriptions 
 
Application Processing 
Volunteer is responsible for contacting the applicant’s personal references, veterinarian and performing the home visit. 
After which, deciding if the applicant is fit to adopt.  
 
Event Leader 
Volunteer is responsible for setting up and breaking down events. The volunteer with help market the rescue during the 
event, as well as assist in completing adoptions. 
 
Transporter (Short and Long Distance) 
Volunteer will assist in transporting dogs from short and far distances. Responsibilities include, driving long distances, 
organizing dogs’ adoption folders, pottying dogs during the trip, and making sure the dogs are in good health the entire 
trip (temperature control, food, water, changing bedding, etc.). 
 
Junior Volunteer (under 18 years old) 
Junior volunteer will assist adult volunteers with various tasks. 
 
Leadership Role 
Looking for Individuals with a background in Law, Accounting, Marketing, Business Development, Fundraising, Graphic 
Design and IT 
 
Event Manager 
Volunteer will schedule, coordinate and assist with the implementation of rescue events.  Work with Fosters, and 
Volunteers to establish a team to attend each adoption event. 
 
Phone Caller 
Volunteer will assist application processing volunteers make calls for their applications. They will call personal references 
and veterinarians for the person conducting the home visit.  
 
Data Entry 
Volunteer with be responsible for entering all data into the respective shared files.  
 
Foster Coordinator 
Volunteer will be responsible for coordinating which dogs go into which foster home. They will document the 
information on the shared database. 
 
Inventory Management 
Volunteer will be responsible for keeping inventory of all supplies, including food, crates, x-pens, pee pads, toys, collars, 
leashes, vaccines, etc.  Will also assist in ordering of supplies when low. 
 
Graphic Design/Marketing 
Volunteer with help with advertising the rescue. They will assist with marketing events and fundraising. 
 
Vet Tech 
Volunteer with facilitate vaccines to dogs whenever needed. 
 
Grant Writer 
Volunteer with be responsible for writing grants to different organizations. 


