
 
 

 

Position:   Medical Care Coordinator  

Reports to:   Animal Care Manager 

Position Classification:   Full-time, salaried  

Hours:     40 hours per week. May include evening, weekend and holiday work. 

 

    

Job Summary: 

The Medical Care Coordinator oversees the administration of veterinary care to shelter animals 

(including animals in foster care) in accordance with instructions and guidance from the Supervising 

Veterinarian, Animal Care Manager and Director of Animal Care and Adoptions. This position 

accompanies the veterinarian during shelter rounds and notifies the veterinary team of emergency and 

general conditions that require treatment.  This position is also responsible for coordinating routine and 

complex procedures and/or diagnostics necessary for readying animals for adoption or placement in 

foster.  

 

Responsibilities: 

 Ensures established standards of veterinary care are maintained. 

 Administers daily medications to shelter animals as prescribed by a veterinarian. 

 Maintains or schedules routine preventative care, including nail trims, ear cleaning and 

bathing/grooming. 

 Communicates veterinary care plan instructions to team members as necessary. 

 Initiates treatments according to established standing orders and notifies the supervising 

veterinarian of treatments started. 

 Accompanies veterinarian during shelter rounds; notifies veterinarian of any potential 

conditions that may need treatment; records veterinarian’s instructions. 

 Maintains thorough, accurate, and up-to-date shelter animal medical records across all formats 

and platforms. Provides weekly and monthly reports as requested. 

 Ensures procedures necessary for adoption are coordinated and scheduled in a timely manner 

and without unnecessary delay. 

 Works with Animal Care Manager to place appropriate medical and unweaned fosters; 

communicates medical care details to foster parents, including designated HOPE Fund 

recipients. 

 Assists with new animal intake triage, including immediate medical and care intervention, 

shelter placement, intake exam/overall evaluation, medical documentation and record 

generation as needed. 



 Assists with animal care of animals in quarantine/isolation including cleaning, feeding, watering, 

and medicating animals as directed by the Veterinary and Animal Care and Adoptions 

management team. 

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

injured, fearful/frightened, under socialized or feral.  

 Practices and maintains open and honest communication in a timely manner. 

 Assists with maintaining and evolving operational SOPs; participates in trainings and continuing 

education opportunities.  

 Promotes cooperative working environment among staff members; understands  

the value of teamwork; shows enthusiasm and willingness to perform as necessary  

to help the practice function as a unit.  

 Follows established procedures governing safe work practices including wearing protective 

clothing or equipment when necessary. Follows required dress codes. 

 Readily assists the Animal Care and Adoptions department as needed especially during times of 

transition or special projects. Including animal transfers, transport and disaster 

planning/preparation and reaction. 

 Participates and supports outreach, educational and fundraising activities of the Norfolk SPCA. 

 Promotes continuous quality improvement.  

 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: 

 Minimum 2 years’ experience as a team leader/supervisor in a related field; preference given to 

veterinary/animal shelter work settings. 

 2 years’ experience as a veterinary assistant or similar medical coordinator position preferred. 

 Demonstrates a thorough understanding of standard veterinary/clinical procedures, laws and 

regulations. 

 Working knowledge of veterinary medical terminology. 

 Strong organizational and time management skills 

 Exceptional observation and attention to detail across all aspects of the position. 

 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. 

 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 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. 

 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 6 months of employment, previous 

Euthanasia Certification preferred. 

 Knowledgeable and practiced 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 and resume to:  Human Resources at 

humanresources@norfolkspca.org 
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