
 
 

 

Position:   Foster Care and Hope Fund Coordinator 

Reports to:   Director of Animal Care and Adoptions 

Position Classification:   Full-time, salaried  

Hours:     40 hours per week, Tuesday- Saturday. May include evening, weekend, 

                                           and holiday work. 

    

Job Summary: 

The Foster and HOPE Fund Care Coordinator ensures animals (including neonates, seniors, injured/sick 

animals, HOPE Fund candidates, and animals with behavior issues) who need more care than can be 

provided within the shelter are placed in appropriate foster homes in a timely manner. They work 

closely with veterinary services and animal care team members to identify and prioritize animals to be 

placed into foster care and communicate between fosters, veterinary services, animal care team and the 

Director of Animal Care and Adoptions on the progress of each animal. This position also works with the 

development and communications team to develop content for stories and photographs to support the 

Foster Care Program and HOPE Fund and serves as primary administrator for the Foster Care program. 

 

Responsibilities: 

 In collaboration with the Community Relations and Volunteer Coordinator, facilitate 

orientations, recruit and screen foster care volunteers. 

 Process foster applications, conduct trainings, and manage all foster volunteers and provide 

ongoing guidance, coaching, and moral support. 

 Responsible for accurate record and data entry and monthly statistical reporting of the program 

including but not limited to number and type of animals enrolled into program, number of 

foster homes, and reasons for animals in care.  

 Establish and maintain strong relationships with foster volunteers to know their strengths and 

challenges to facilitate a successful match and positive fostering experience. 

 Answer e-mail and phone calls related to Foster Care Program on a daily basis. 

 Manage and maintain the Foster Care Facebook page ensuring content is appropriate and 

questions are answered within 24 hours. 

 Manage and monitor two email accounts; NSPCA personal and Foster Care. Emails are replied to 

within 24-48 hours of receipt. 

 Maintain regular communications with foster volunteers to ensure legal accountability and 

compliant care of foster animals. 

 Schedule and facilitate pick-ups, drop-offs, and appointments with foster volunteers. 

 Assist foster volunteers by responding to their questions and needs. 



 Provide necessary tools and materials required for the foster volunteers to care for the animal 

for the agreed upon foster period.  

 Liaise with veterinary and animal care services to facilitate medical and behavioral support 

depending on the individual needs of each animal placed in foster care. 

 Ensure that foster volunteers have specialized supplies and medication necessary to care for 

specific foster animals and facilitate any medication or supply refills. 

 Ensure all foster volunteers receive comprehensive training in disease control and prevention in 

their home, animal handling, and safety techniques. 

 Work with Director of Animal Care and Adoptions and supervising Veterinarian to place 

appropriate HOPE Fund medical fosters; communicate medical care details to foster volunteers, 

including rehabilitation and hospice requirements. 

 In conjunction with veterinary services, ensure needed animal follow-up tests and procedures 

are completed and properly recorded in a timely manner. 

 Assist in after-hours emergencies including providing support and coordinating with emergency 

vet hospitals when necessary. 

 Monitor metrics, volume and animal flow into and out of foster care; adjust operations as 

needed to improve service, efficiency and reduced lengths of stay in the shelter. 

 Complete new animal intake and record generation as needed. 

 Handle all animals humanely, properly and with compassion, including those that may be sick, 

injured, fearful/frightened, under socialized or feral.  

 Assist with the development and monitoring of Standard Operating Procedures; participate in 

trainings and continuing education opportunities.  

 Train and supervise designated Animal Care team members in proper isolation area protocols 

animal care and handling. 

 Create, update, modify, and develop foster care documents including foster manuals, protocols, 

contracts, and trainings, as needed and to fit industry best practices. 

 Continuously seek out, learn and implement best practices in the field related to foster care and 

placement. 

 Follows established procedures governing safe work practices including wearing protective 

clothing or equipment when necessary. Follows required dress codes. 

 Assist in the identification of hazards, assessments of risks and implementation of risk control 

measures to protect own health and safety and to avoid adversely the health and safety of any 

other person. 

 In collaboration with the Development and Marketing team, solicit, manage, store and 

distribute critical supplies utilized by foster families. 

 Work collaboratively with Marketing and Communications to provide photos and stories about 

animals in quarantine/isolation and foster care. 

 Evaluate animal’s personality and provide recommendations for ideal permanent home 

environment once foster animals return to the Adoption Center. 

 Assist with and develop creative solutions for getting pets adopted from foster homes. 

 Assist with tours, lectures, public education programs, special events and fundraising activities 

as needed. 



 Readily assists the Animal Care department as needed especially during times of transition or 

special projects.  

 Assist as needed with local, regional and international transfer of animals. 

 Help ensure the organization and safety of animals during natural disaster preparedness and 

response. 

 This job description is not intended to be all inclusive and employees will also perform other 

reasonably related business duties that may be requested by the Executive Director or other 

management staff as required which will ensure a positive image and/or will improve the 

services of the Norfolk SPCA. 

 

Requirements: 

 Bachelor’s degree required in relevant field of study. 

 2 years’ experience as a veterinary assistant preferred; thorough knowledge of veterinary 

medical terminology. 

 Strong organizational and time management skills; exceptional observation and attention to 

detail. 

 Reliable, punctual, and available to work variable hours/schedule in accordance with 

organization’s needs.    

 Proficient with Microsoft Office Suite (Word, Excel, PowerPoint, Outlook); experience with 

veterinary and/or shelter specific software a plus. 

 Understands basic mechanics of all social media platforms and their importance in 

accomplishing our mission and communicating with supporters, volunteers, and donors; willing 

to engage with Norfolk SPCA content on a variety of platforms and assist with content creation 

 Photography skills a plus; at minimum must be able to operate a smart phone camera 

 Ability to write clearly, concisely, and for a variety of audiences  

 Ability to convey technical information in an engaging and understandable manner 

 Ability to maintain professional work standards across variable working conditions. 

 Superior interpersonal skills and emotional stability, the ability to exercise empathy when 

working with the public, volunteers and team members. Excellent interpersonal and customer 

service skills. Ability to communicate effectively, courteously, and professionally with a wide 

range of personalities. Ability to conduct and handle difficult situations. 

 Excellent oral and written communication skills; ability to maintain confidentiality; must have 

ability to work collaboratively and delegate tasks when appropriate. 

 Values role in supporting organizational leadership and strives for excellence as a team player. 

 Proactive communication and problem-solving abilities as well as a commitment to case-

management practices. 

 Passionate about animal welfare and the programs and services provided by the Norfolk SPCA. 

 Adhere to defined workplace health and safety and injury management policies and procedures 

relating to the work being undertaken in order to ensure own safety and that of others in the 

workplace. 



 Must be able to lift and carry up to 50lbs; must be able to work standing or walking for extended 

time periods. 

 Ability to complete Euthanasia Certification within first year of employment, previous 

Euthanasia Certification preferred. 

 Knowledgeable in the Guideline for Standards of Care-The Association of Shelter Veterinarians 

and The Five Freedoms. 

 Possess a valid VA Driver’s License. 

 

Please send letter of interest, 3 professional references, resume, and Employment Application to:  

Human Resources  at humanresources@norfolkspca.org. Employment Application can be downloaded 

at https://norfolkspca.com/employment/. 

 

 

 

  

 

mailto:humanresources@norfolkspca.org
https://norfolkspca.com/employment/

