
 

 
Animal Care Shelter Manager #02769 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  15 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Create and maintain an adoption-friendly Animal Care and Control shelter by planning, organizing, 
directing and supervising a staff composed of both city employees and volunteers who are customer-
service oriented and committed to animal welfare by providing a humane and safe environment for all 
animals; communicate with a variety of audiences within the city, volunteers, and other national experts in 
the field of animal care; and promote animal care and adoption. Applicant must be committed to an 
adoption-friendly philosophy in which only those animals that are determined to be too ill or too 
aggressive are euthanized. 
 
Representative Work Functions and Responsibilities 
Ensure the humane treatment for all animals that come under the auspices of the shelter;  
 
Implement short and long term strategies which responsibly reduce animal intakes, increase animal 
adoptions, improve animal care, provide animal behavior and medical rehabilitation, encourage spaying 
and neutering, and develop protocols that encourage animals remain with their responsible caretakers; 
and assure that the shelter has a long-range strategy to maintain its mission of saving adoptable animals. 
 
Direct the administration of programs including adoptions, fundraising, veterinary services, and animal 
welfare education; plan, organize, coordinate, review, evaluate and direct the implementation of programs 
providing animal care services to the general public and other animal welfare agencies; develop goals 
and objectives and work in cooperation with representatives of other animal welfare organizations, 
volunteers, non-profit organizations, businesses and community groups to develop and implement 
collaborative programs and services, and to raise alternative sources of funding to aid in overall shelter 
goals; and understand and implement programs in compliance with current federal, state and local laws. 
 
Oversee marketing and publicity for shelter activities, programs and goals. 
 
Provide assistance to the community and volunteer groups, animal welfare organizations, and the general 
public; and review and develop laws and legislation at the local and state levels which will improve 
conditions for animals and their caretakers. 
 
Be responsible for overseeing the recruitment, employment, direction, management and discharge of all 
personnel. 
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Maintain official records and documents; and prepare financial reports and budgets. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Ensure compliance with all appropriate city, state and federal laws and regulations; develop and 
coordinate creative and engaging educational programming and volunteer activities to encourage public 
participation in responsible pet ownership; promote collaborative relationships with community groups 
and others; effectively supervise subordinates and communicate changes in law and/or procedure; 
demonstrate quality customer service in all responses to inquiries from the public or other agencies in a 
timely manner; effectively implement programs that encourage pet adoption. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to ten 
(10) years in fields utilizing the required knowledge, skills, and abilities and including progressive 
professional experience in a related field such as business, public relations, communications, public 
administration, public health, veterinary or animal sciences, law or a related field which provides the 
required knowledge, skills and abilities.  
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements.  
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of city ordinances and federal and state laws pertaining to the care, control and 
handling of a variety of animals. 

2. Knowledge of basic animal husbandry and behavior principles. 
3. Knowledge of herd health management, veterinary care and protocols. 
4. Knowledge of city and departmental core values, mission and operating policies and 

procedures. 
5. Knowledge of budget administration and asset allocation, including organizational policies 

and procedures. 
6. Knowledge of human resources management policies and practices.  
7. Knowledge of motivational techniques, leadership practices and the principles of human 

behavior. 
8. Knowledge of medical conditions and behavioral characteristics to determine if euthanasia is 

necessary. 
9. Knowledge of protocols established by the Humane Society of the United States, Virginia 

state codes and Virginia Department of Agriculture and Consumer Services administrative 
regulations. 

10. Knowledge of media relations practices. 
11. Knowledge of animal disaster planning to include maintaining a disaster plan for the shelter 

and a community disaster preparedness plan to prepare the community for natural disasters. 
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B. Skills 
1. Skill in planning, organizing, directing and monitoring basic and complex shelter operations. 
2. Skill in reviewing and interpreting financial records and preparing financial reports. 
3. Skill in effective communication both orally and in writing. 
4. Skill in analyzing statistical data to identify operational needs. 
5. Skill in resolving conflict and building consensus among group members in appropriate 

circumstances. 
C. Abilities 

1. Ability to deal effectively with people in a wide variety of situations and circumstances. 
2. Ability to develop and administer creative and engaging programming to promote adoption 

and responsible pet ownership. 
3. Ability to plan, implement and evaluate effectiveness of programs and projects. 
4. Ability to prepare reports and other administrative functions. 
5. Ability to train and supervise the work of staff. 
6. Ability to foster team effectiveness and accomplishment of shared goals to establish and 

maintain volunteer and staff morale. 
7. Ability to oversee and manage a large volunteer contingent including recruitment, training, 

scheduling, rewards, etc. 
8. Ability to cultivate relationships with area animal advocacy groups such as SPCA, PETA, 

Animal Welfare Coalition of Hampton roads, veterinary clinics and animal rescue groups to 
learn and share best practices. 

9. Ability work collaboratively with local veterinarians to ensure the proper care of animals and 
ensure that veterinary orders are carried out to include administering medication and 
transportation when required. 

10. Ability to make recommendations for change and revision to processes that affect shelter 
operations. 

11. Ability to utilize computer software to access and interpret data, prepare documents, develop 
proposals and to anticipate and prepare for change inspired by technological advancements. 

12. Ability to maintain an accurate animal registration and inventory system. 
13. Ability to use the Internet to advocate and advertise shelter activities. 
14. Ability to communicate effectively using verbal communication in varying situations, including 

general directions, instructions and information to the public. 
15. Ability to communicate effectively using written communications, including memos, 

correspondence, reports and forms. 
16. Ability to establish positive working relationships with local media outlets. 
17. Ability to interpret and apply city and Police Department policies. 

 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title. A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


