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JOB TITLE: VETERINARIAN, SHELTER (DVM)
Job Title: Veterinarian, Shelter (DVM)
Incumbent: open
Department: Medical
Reports to: Executive Director (Temporarily Board of Directors, Doug Kunz, DVM)
FLSA Classification: Exempt / Full-Time
Supervises: Yes
Created / Updated: March 16, 2017

THE ORGANIZATION
The City of Palm Springs and Friends of the Palm Springs Animal Shelter (Board of Directors) have partnered to provide
our community with a progressive, humane, and state of the art animal care facility. The Palm Springs Animal Shelter is
an open-door facility, serving the City of Palm Springs.

POSITION OVERVIEW
The Palm Springs Animal Shelter (PSAS) Veterinarian is responsible for the direct veterinary care of all animals under the
jurisdiction of the Palm Springs Animal Shelter. This includes animals inside the shelter, in short-term and long-term
foster care, at adoption sites, as well as animals being transferred to other no-kill partner shelters and rescue
organizations. Responsibilities include, but are not limited to, animal medical oversight, budgeting, the allocation of
funds as they pertain to veterinary services. They also include the direction of the medical department, ensuring
compliance with local, state, and federal guidelines, and meeting stated goals of the aforementioned responsibilities.
The DVM will perform and oversee all veterinary services for shelter animals, maximizing the use of clinic resources to
ensure animal resident health at a minimum cost. The DVM will provide medical care as well as humane care and
treatment to all animals in accordance with the policies and procedures established by the Palm Springs Animal Shelter
and compatible with the philosophy of the shelter board of directors.

POSITIONS REPORTING TO THE DIRECTOR OF VETERINARY SERVICES:
 • Registered Veterinary Technician (RVT)

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
 • Work with the Director of Operations and Executive Director (temporarily the Board) to coordinate and develop 

annual and long-term strategic plans for Veterinary / Medical services. 
 • Develop, conduct and monitor medical program protocols and procedures
 • Establish written protocols for care of animals.
 • Perform high quality surgical sterilizations in a fast-paced environment.
 • Direct and conduct a cost contained sterilization program, including performance of ovariohysterectomies and 

castrations on cats and dogs
 • Diagnose and treat medical conditions in all PSAS animals.
 • Follow progress of all patients placed on treatment, keeping records of all treatments and final outcomes in 

coordination with other Managers, Directors and Sta�.
 • Direct, conduct and evaluate treatment plans, disease control measures, and hands-on medical treatment and 

progress of animals housed at the shelter including but not limited to:
  • Intake examinations vaccination protocols oNutrition and feeding protocols oParasite control measures  

 • Treatment protocols for routine infectious diseases
  • Preventative medicine procedures
  • Pre-adoption exams in accordance with regulations
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 • Supervise all aspects of the procedures including anesthesia and post-operative care of the patient  
 • Provide a minimum of 1 hour of weekly training for Medical Staff, Medical Students, and Medical Volunteers on 

routine medical topics, including proper medication dosing, contagious disease control. 
 • 90-day review of all new medical hires to ensure they are performing their jobs properly; establish 

improvement plans if needed.
 • Write, review or revise medical sta� job descriptions as needed.
 • Responsible for oversight of data entry of animal medical information in a timely fashion
 • Keep appropriate records for drug logs, medical records, wildlife log, and euthanasia logs - including the reason 

for euthanasia.
 • Where necessary euthanize inured and sick animals, in accordance with PSAS no-kill polices, to reduce 

unnecessary su�ering and pain.
 • Coordinate with Director of Operations to establish a protocol for Animal Care Attendants that includes all ACA 

looking at each animal every day & reporting to the Medical sta� in a timely manner any animal that has an 
issue to include when the animal has withdrawn or is not eating -especially the kittens.

 • Source and procure dry and wet food for all shelter animals - balancing proper nutrition, cost optimization, and 
a palatable product that our animals enjoy and eat

 • Create, implement and measure compliance with procedures and protocols to ensure continued health. 
 • Ensure that the medical clinic meets all standards established by the California Board of Veterinary Medicine. 
 • Oversee management of department inventory and supplies, conducting regular audits. 
 • Perform non-sterilization surgical procedures when deemed appropriate for the adoptability of a PSAS pet. 
 • Oversee the scheduling of outside veterinary resources for procedures not available at PSAS. This responsibility 

is limited to scheduled hours as PSAS does not conduct after-hours emergency treatment at this time. 
 • Assist with internal and public relations consultation and education services as they pertain to veterinary 

medical issues. 
 • Provide telephone consultation with staff as needed during normal business hours. 
 • Assist in the development of a volunteer veterinary program. 
 • Leadership – Maintain a positive, upbeat role, promote and exemplify Shelter values and represents 

departmental objectives and interests to internal and external customers 
 • Teamwork - Develop and promote teamwork and cooperation among Medical Staff, Medical Students, Medical 

Volunteers, and the rest of the shelter sta� and volunteers. 
 • Safety – Comply with established safe work practices and attend to all safety-related training provided or made 

available by the Shelter 
 • Carry out other duties as assigned by the Executive Director (Temporarily - Board of Directors).

PROCEDURAL EXPECTATIONS include the following: 
 • Seek a second medical opinion if an injured or sick animal does not show improvement in a timely manner. 
 • Conduct daily rounds of all critical care cases, kittens/puppies, senior animals 
 • Set schedule with daily working hours posted for Medical Staff, Medical Students, and Medical Volunteers
 • Ensure a daily early morning meeting/huddle with Medical staff and students to discuss their assignments for 

the day & address their concerns 
 • Conduct regular monthly meetings with staff, volunteers and other stakeholders to oversee assigned activities.
 • Attend monthly medical advisory committee meetings
 • Keep an in/out/time-of-return board to allow all shelter staff to know of DVM whereabouts
 • Establish and communicate surgery days, and time surgery will commence

 • No surgeries shall begin within last 3 hours of DVM shift ending, unless it is an emergency 
 • Establish checks to ensure work has been performed properly.  
 • Involvement with outside humane organizations or committees must be pre-approved by the chairman of 

the medical advisory committee or executive director. 
 • No outside work is to be done except by written approval of the chairman of the medical of the medical  

committee or executive director. 
 • Every month provide the Board of Directors with a summary of all surgeries for shelter animals, 

Fix-A-Friend spay & neuter clinic, and Trap-Neuter-Return (if applicable).
 • Every quarter give a state of the medical report to the board outlining what is working and where 

improvements need to be made and recommend steps to be taken to remedy deficiencies  
 • Alert Director of Operations if the surgical suite is not sanitized daily. 
 • Attend TNR committee meetings at least once a quarter. 
 • In the unfortunate event of an animal death associated with PSAS medical treatment or surgery, the DVM 

will make the phone call to the animal’s guardian, caregiver, or trapper, to advise of the animal’s death. 
Following that notification, the DVM will also notify the Medical Advisory Committee.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience 
 • Graduate of an accredited school of veterinary medicine or equivalent.  
 • A Doctor of Veterinary Medicine degree (DVM).
 • 5+ years of successful leadership experience, including managing budgets, personnel. 
 • 5+ years’ experience working in the field of animal protection/advocacy.

Required Licenses/Certifications 
 • Licensed to practice veterinary medicine in the state of California. 
 • Must possess or have the ability to obtain DEA license. 
 • Federal USDA Level 2 Accreditation Required. 
 • Must have a valid driver’s license and safe driving record.

Required Skills and Abilities 
 • Computer skills including MS Word 
 • Ability to work evenings and weekends and flexible schedule 
 • Professionalism, initiative, resourcefulness, dependability, and flexibility. 
 • Lead, manage, and work cooperatively with different types of personalities and people from diverse 

backgrounds. 
 • Communicate with, supervise, empower, and motivate personnel to be effective in their roles. 
 • Work independently and as part of a team. 
 • Progressive and innovative problem solving with the ability to act decisively in difficult and fast- paced 

situations. 
 • Has strong work ethic with a commitment to honesty and integrity.

 • Possess strong writing, and interpersonal communication skills (including, but not limited to, patience, 
listening, and conflict management skills). 

 • Detail-oriented and organized. 
 • Able to multi-task and prioritize tasks. 
 • Set measurable goals and plan and carry out projects.
 • Has compassion for people – ability to maintain a pleasant, professional manner in the midst of sensitive, 

confidential, or adverse situations. 
 • Has compassion for animals – knowledge of and commitment to animal protection issues.
 • Acquire and possess a thorough understanding of and dedication to the philosophies of animal welfare. 
 • Passion for, and understanding of, the mission of FPSAS and ability to professionally advocate that mission 

and the organization’s position on issues.

PHYSICAL DEMANDS – See attached “Physical Demands of the Position”.

CONFIDENTIAL INFORMATION – This position has access to confidential information. 

ACKNOWLEDGEMENT
I have been given a copy of this position description.  I understand that I may be   asked to perform job tasks
and duties not listed in the description and that  my supervisor  may  change  the  description  at  any time,
according to Company needs.

 Signed  - Employee                                  Date:
 

 Signed – Supervisor                             Date:

cc: President, Supervisor, Personnel File
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POSITIONS REPORTING TO THE DIRECTOR OF VETERINARY SERVICES:
 • Registered Veterinary Technician (RVT)

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
 • Work with the Director of Operations and Executive Director (temporarily the Board) to coordinate and develop 

annual and long-term strategic plans for Veterinary / Medical services. 
 • Develop, conduct and monitor medical program protocols and procedures
 • Establish written protocols for care of animals.
 • Perform high quality surgical sterilizations in a fast-paced environment.
 • Direct and conduct a cost contained sterilization program, including performance of ovariohysterectomies and 

castrations on cats and dogs
 • Diagnose and treat medical conditions in all PSAS animals.
 • Follow progress of all patients placed on treatment, keeping records of all treatments and final outcomes in 

coordination with other Managers, Directors and Sta�.
 • Direct, conduct and evaluate treatment plans, disease control measures, and hands-on medical treatment and 

progress of animals housed at the shelter including but not limited to:
  • Intake examinations vaccination protocols oNutrition and feeding protocols oParasite control measures  

 • Treatment protocols for routine infectious diseases
  • Preventative medicine procedures
  • Pre-adoption exams in accordance with regulations

 • Supervise all aspects of the procedures including anesthesia and post-operative care of the patient  
 • Provide a minimum of 1 hour of weekly training for Medical Staff, Medical Students, and Medical Volunteers on 

routine medical topics, including proper medication dosing, contagious disease control. 
 • 90-day review of all new medical hires to ensure they are performing their jobs properly; establish 

improvement plans if needed.
 • Write, review or revise medical sta� job descriptions as needed.
 • Responsible for oversight of data entry of animal medical information in a timely fashion
 • Keep appropriate records for drug logs, medical records, wildlife log, and euthanasia logs - including the reason 

for euthanasia.
 • Where necessary euthanize inured and sick animals, in accordance with PSAS no-kill polices, to reduce 

unnecessary su�ering and pain.
 • Coordinate with Director of Operations to establish a protocol for Animal Care Attendants that includes all ACA 

looking at each animal every day & reporting to the Medical sta� in a timely manner any animal that has an 
issue to include when the animal has withdrawn or is not eating -especially the kittens.

 • Source and procure dry and wet food for all shelter animals - balancing proper nutrition, cost optimization, and 
a palatable product that our animals enjoy and eat

 • Create, implement and measure compliance with procedures and protocols to ensure continued health. 
 • Ensure that the medical clinic meets all standards established by the California Board of Veterinary Medicine. 
 • Oversee management of department inventory and supplies, conducting regular audits. 
 • Perform non-sterilization surgical procedures when deemed appropriate for the adoptability of a PSAS pet. 
 • Oversee the scheduling of outside veterinary resources for procedures not available at PSAS. This responsibility 

is limited to scheduled hours as PSAS does not conduct after-hours emergency treatment at this time. 
 • Assist with internal and public relations consultation and education services as they pertain to veterinary 

medical issues. 
 • Provide telephone consultation with staff as needed during normal business hours. 
 • Assist in the development of a volunteer veterinary program. 
 • Leadership – Maintain a positive, upbeat role, promote and exemplify Shelter values and represents 

departmental objectives and interests to internal and external customers 
 • Teamwork - Develop and promote teamwork and cooperation among Medical Staff, Medical Students, Medical 

Volunteers, and the rest of the shelter sta� and volunteers. 
 • Safety – Comply with established safe work practices and attend to all safety-related training provided or made 

available by the Shelter 
 • Carry out other duties as assigned by the Executive Director (Temporarily - Board of Directors).

PROCEDURAL EXPECTATIONS include the following: 
 • Seek a second medical opinion if an injured or sick animal does not show improvement in a timely manner. 
 • Conduct daily rounds of all critical care cases, kittens/puppies, senior animals 
 • Set schedule with daily working hours posted for Medical Staff, Medical Students, and Medical Volunteers
 • Ensure a daily early morning meeting/huddle with Medical staff and students to discuss their assignments for 

the day & address their concerns 
 • Conduct regular monthly meetings with staff, volunteers and other stakeholders to oversee assigned activities.
 • Attend monthly medical advisory committee meetings
 • Keep an in/out/time-of-return board to allow all shelter staff to know of DVM whereabouts
 • Establish and communicate surgery days, and time surgery will commence

 • No surgeries shall begin within last 3 hours of DVM shift ending, unless it is an emergency 
 • Establish checks to ensure work has been performed properly.  
 • Involvement with outside humane organizations or committees must be pre-approved by the chairman of 

the medical advisory committee or executive director. 
 • No outside work is to be done except by written approval of the chairman of the medical of the medical  

committee or executive director. 
 • Every month provide the Board of Directors with a summary of all surgeries for shelter animals, 

Fix-A-Friend spay & neuter clinic, and Trap-Neuter-Return (if applicable).
 • Every quarter give a state of the medical report to the board outlining what is working and where 

improvements need to be made and recommend steps to be taken to remedy deficiencies  
 • Alert Director of Operations if the surgical suite is not sanitized daily. 
 • Attend TNR committee meetings at least once a quarter. 
 • In the unfortunate event of an animal death associated with PSAS medical treatment or surgery, the DVM 

will make the phone call to the animal’s guardian, caregiver, or trapper, to advise of the animal’s death. 
Following that notification, the DVM will also notify the Medical Advisory Committee.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience 
 • Graduate of an accredited school of veterinary medicine or equivalent.  
 • A Doctor of Veterinary Medicine degree (DVM).
 • 5+ years of successful leadership experience, including managing budgets, personnel. 
 • 5+ years’ experience working in the field of animal protection/advocacy.

Required Licenses/Certifications 
 • Licensed to practice veterinary medicine in the state of California. 
 • Must possess or have the ability to obtain DEA license. 
 • Federal USDA Level 2 Accreditation Required. 
 • Must have a valid driver’s license and safe driving record.

Required Skills and Abilities 
 • Computer skills including MS Word 
 • Ability to work evenings and weekends and flexible schedule 
 • Professionalism, initiative, resourcefulness, dependability, and flexibility. 
 • Lead, manage, and work cooperatively with different types of personalities and people from diverse 

backgrounds. 
 • Communicate with, supervise, empower, and motivate personnel to be effective in their roles. 
 • Work independently and as part of a team. 
 • Progressive and innovative problem solving with the ability to act decisively in difficult and fast- paced 

situations. 
 • Has strong work ethic with a commitment to honesty and integrity.

Stephen S. Boyd
President

Tamara Hedges
Vice President

Andrew Harker Ed.D
Treasurer

Kathy Hart
Secretary

Board Members
Ginny Foat
Carl Johnson
Douglas Kunz, DVM
Bill Ruttan
Keith Zabel

Ann Wolkson
Member Emerita

Friends of the Palm Springs Animal 
Shelter is a 501(c)(3) non-profit 
organization. 
Federal Tax ID: 33-0731853

Palm Springs
Animal Shelter

4575 Mesquite Ave.
Palm Springs, CA 
92264

TNR

 • Possess strong writing, and interpersonal communication skills (including, but not limited to, patience, 
listening, and conflict management skills). 

 • Detail-oriented and organized. 
 • Able to multi-task and prioritize tasks. 
 • Set measurable goals and plan and carry out projects.
 • Has compassion for people – ability to maintain a pleasant, professional manner in the midst of sensitive, 

confidential, or adverse situations. 
 • Has compassion for animals – knowledge of and commitment to animal protection issues.
 • Acquire and possess a thorough understanding of and dedication to the philosophies of animal welfare. 
 • Passion for, and understanding of, the mission of FPSAS and ability to professionally advocate that mission 

and the organization’s position on issues.

PHYSICAL DEMANDS – See attached “Physical Demands of the Position”.

CONFIDENTIAL INFORMATION – This position has access to confidential information. 

ACKNOWLEDGEMENT
I have been given a copy of this position description.  I understand that I may be   asked to perform job tasks
and duties not listed in the description and that  my supervisor  may  change  the  description  at  any time,
according to Company needs.

 Signed  - Employee                                  Date:
 

 Signed – Supervisor                             Date:

cc: President, Supervisor, Personnel File
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PHYSICAL DEMANDS OF POSITION

Job Title:    Veterinarian, Shelter (DVM)                                     Date:    March, 2017

How many hours are worked per day?  8+
When completing this form, look at the job from a typical/average workday perspective.

Percentage Time DesignationPercentage Time Designation

PHYSICAL ACTIVITY Rarely
<1%

Occasionally 
1-33%

Frequently 
34-66%

Continuously 
67-100%

Stand
Walk
Sit
Use hands to finger, handle or feel
Reach with hands and arms over
shoulder
Reach with hand and arms over head
Climb or balance
Stoop, kneel, crouch, or crawl
Talk or hear
Taste or smell

i.e., Position requires standing 1/3 of the time.

Does this job require that weight be lifted or force be exerted? If so, how much and how often?
Percentage Time DesignationPercentage Time Designation

WEIGHT Rarely
<1%

Occasionally 
1-33%

Frequently 
34%-66%

Continuously 
67%-100%

Up to 10 pounds
Up to 25 pounds
Up to 50 pounds
Up to 100 pounds
More than 100 pounds

i.e., Position requires lifting 1/3 of the time up to 10 pounds.

Does this job have any special vision requirements?  Check all that apply.
Close Vision (clear vision at 20 inches or less)

Distance vision (clear vision at 20 feet or more)

Color vision (ability to identify and distinguish colors)
Peripheral vision (ability to observe an area that can be seen up and down or to the left and right 
while eyes are fixed on a given point)

Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)
Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus)

� !!!No special vision requirements

List specific job duties that require the physical demands selected above:
 • "#$%&'()!$&*!+,)$+!-)*#.$/!.'&*#0'&(!#&./1*#&%!(1,%),23!",#4#&%3

JOB TITLE: VETERINARIAN, SHELTER (DVM)
Job Title: Veterinarian, Shelter (DVM)
Incumbent: open
Department: Medical
Reports to: Executive Director (Temporarily Board of Directors, Doug Kunz, DVM)
FLSA Classification: Exempt / Full-Time
Supervises: Yes
Created / Updated: March 16, 2017

THE ORGANIZATION
The City of Palm Springs and Friends of the Palm Springs Animal Shelter (Board of Directors) have partnered to provide
our community with a progressive, humane, and state of the art animal care facility. The Palm Springs Animal Shelter is
an open-door facility, serving the City of Palm Springs.

POSITION OVERVIEW
The Palm Springs Animal Shelter (PSAS) Veterinarian is responsible for the direct veterinary care of all animals under the
jurisdiction of the Palm Springs Animal Shelter. This includes animals inside the shelter, in short-term and long-term
foster care, at adoption sites, as well as animals being transferred to other no-kill partner shelters and rescue
organizations. Responsibilities include, but are not limited to, animal medical oversight, budgeting, the allocation of
funds as they pertain to veterinary services. They also include the direction of the medical department, ensuring
compliance with local, state, and federal guidelines, and meeting stated goals of the aforementioned responsibilities.
The DVM will perform and oversee all veterinary services for shelter animals, maximizing the use of clinic resources to
ensure animal resident health at a minimum cost. The DVM will provide medical care as well as humane care and
treatment to all animals in accordance with the policies and procedures established by the Palm Springs Animal Shelter
and compatible with the philosophy of the shelter board of directors.

POSITIONS REPORTING TO THE DIRECTOR OF VETERINARY SERVICES:
 • Registered Veterinary Technician (RVT)

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
 • Work with the Director of Operations and Executive Director (temporarily the Board) to coordinate and develop 

annual and long-term strategic plans for Veterinary / Medical services. 
 • Develop, conduct and monitor medical program protocols and procedures
 • Establish written protocols for care of animals.
 • Perform high quality surgical sterilizations in a fast-paced environment.
 • Direct and conduct a cost contained sterilization program, including performance of ovariohysterectomies and 

castrations on cats and dogs
 • Diagnose and treat medical conditions in all PSAS animals.
 • Follow progress of all patients placed on treatment, keeping records of all treatments and final outcomes in 

coordination with other Managers, Directors and Sta�.
 • Direct, conduct and evaluate treatment plans, disease control measures, and hands-on medical treatment and 

progress of animals housed at the shelter including but not limited to:
  • Intake examinations vaccination protocols oNutrition and feeding protocols oParasite control measures  

 • Treatment protocols for routine infectious diseases
  • Preventative medicine procedures
  • Pre-adoption exams in accordance with regulations

 • Supervise all aspects of the procedures including anesthesia and post-operative care of the patient  
 • Provide a minimum of 1 hour of weekly training for Medical Staff, Medical Students, and Medical Volunteers on 

routine medical topics, including proper medication dosing, contagious disease control. 
 • 90-day review of all new medical hires to ensure they are performing their jobs properly; establish 

improvement plans if needed.
 • Write, review or revise medical sta� job descriptions as needed.
 • Responsible for oversight of data entry of animal medical information in a timely fashion
 • Keep appropriate records for drug logs, medical records, wildlife log, and euthanasia logs - including the reason 

for euthanasia.
 • Where necessary euthanize inured and sick animals, in accordance with PSAS no-kill polices, to reduce 

unnecessary su�ering and pain.
 • Coordinate with Director of Operations to establish a protocol for Animal Care Attendants that includes all ACA 

looking at each animal every day & reporting to the Medical sta� in a timely manner any animal that has an 
issue to include when the animal has withdrawn or is not eating -especially the kittens.

 • Source and procure dry and wet food for all shelter animals - balancing proper nutrition, cost optimization, and 
a palatable product that our animals enjoy and eat

 • Create, implement and measure compliance with procedures and protocols to ensure continued health. 
 • Ensure that the medical clinic meets all standards established by the California Board of Veterinary Medicine. 
 • Oversee management of department inventory and supplies, conducting regular audits. 
 • Perform non-sterilization surgical procedures when deemed appropriate for the adoptability of a PSAS pet. 
 • Oversee the scheduling of outside veterinary resources for procedures not available at PSAS. This responsibility 

is limited to scheduled hours as PSAS does not conduct after-hours emergency treatment at this time. 
 • Assist with internal and public relations consultation and education services as they pertain to veterinary 

medical issues. 
 • Provide telephone consultation with staff as needed during normal business hours. 
 • Assist in the development of a volunteer veterinary program. 
 • Leadership – Maintain a positive, upbeat role, promote and exemplify Shelter values and represents 

departmental objectives and interests to internal and external customers 
 • Teamwork - Develop and promote teamwork and cooperation among Medical Staff, Medical Students, Medical 

Volunteers, and the rest of the shelter sta� and volunteers. 
 • Safety – Comply with established safe work practices and attend to all safety-related training provided or made 

available by the Shelter 
 • Carry out other duties as assigned by the Executive Director (Temporarily - Board of Directors).

PROCEDURAL EXPECTATIONS include the following: 
 • Seek a second medical opinion if an injured or sick animal does not show improvement in a timely manner. 
 • Conduct daily rounds of all critical care cases, kittens/puppies, senior animals 
 • Set schedule with daily working hours posted for Medical Staff, Medical Students, and Medical Volunteers
 • Ensure a daily early morning meeting/huddle with Medical staff and students to discuss their assignments for 

the day & address their concerns 
 • Conduct regular monthly meetings with staff, volunteers and other stakeholders to oversee assigned activities.
 • Attend monthly medical advisory committee meetings
 • Keep an in/out/time-of-return board to allow all shelter staff to know of DVM whereabouts
 • Establish and communicate surgery days, and time surgery will commence

 • No surgeries shall begin within last 3 hours of DVM shift ending, unless it is an emergency 
 • Establish checks to ensure work has been performed properly.  
 • Involvement with outside humane organizations or committees must be pre-approved by the chairman of 

the medical advisory committee or executive director. 
 • No outside work is to be done except by written approval of the chairman of the medical of the medical  

committee or executive director. 
 • Every month provide the Board of Directors with a summary of all surgeries for shelter animals, 

Fix-A-Friend spay & neuter clinic, and Trap-Neuter-Return (if applicable).
 • Every quarter give a state of the medical report to the board outlining what is working and where 

improvements need to be made and recommend steps to be taken to remedy deficiencies  
 • Alert Director of Operations if the surgical suite is not sanitized daily. 
 • Attend TNR committee meetings at least once a quarter. 
 • In the unfortunate event of an animal death associated with PSAS medical treatment or surgery, the DVM 

will make the phone call to the animal’s guardian, caregiver, or trapper, to advise of the animal’s death. 
Following that notification, the DVM will also notify the Medical Advisory Committee.

QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience 
 • Graduate of an accredited school of veterinary medicine or equivalent.  
 • A Doctor of Veterinary Medicine degree (DVM).
 • 5+ years of successful leadership experience, including managing budgets, personnel. 
 • 5+ years’ experience working in the field of animal protection/advocacy.

Required Licenses/Certifications 
 • Licensed to practice veterinary medicine in the state of California. 
 • Must possess or have the ability to obtain DEA license. 
 • Federal USDA Level 2 Accreditation Required. 
 • Must have a valid driver’s license and safe driving record.

Required Skills and Abilities 
 • Computer skills including MS Word 
 • Ability to work evenings and weekends and flexible schedule 
 • Professionalism, initiative, resourcefulness, dependability, and flexibility. 
 • Lead, manage, and work cooperatively with different types of personalities and people from diverse 

backgrounds. 
 • Communicate with, supervise, empower, and motivate personnel to be effective in their roles. 
 • Work independently and as part of a team. 
 • Progressive and innovative problem solving with the ability to act decisively in difficult and fast- paced 

situations. 
 • Has strong work ethic with a commitment to honesty and integrity.

 • Possess strong writing, and interpersonal communication skills (including, but not limited to, patience, 
listening, and conflict management skills). 

 • Detail-oriented and organized. 
 • Able to multi-task and prioritize tasks. 
 • Set measurable goals and plan and carry out projects.
 • Has compassion for people – ability to maintain a pleasant, professional manner in the midst of sensitive, 

confidential, or adverse situations. 
 • Has compassion for animals – knowledge of and commitment to animal protection issues.
 • Acquire and possess a thorough understanding of and dedication to the philosophies of animal welfare. 
 • Passion for, and understanding of, the mission of FPSAS and ability to professionally advocate that mission 

and the organization’s position on issues.

PHYSICAL DEMANDS – See attached “Physical Demands of the Position”.

CONFIDENTIAL INFORMATION – This position has access to confidential information. 

ACKNOWLEDGEMENT
I have been given a copy of this position description.  I understand that I may be   asked to perform job tasks
and duties not listed in the description and that  my supervisor  may  change  the  description  at  any time,
according to Company needs.

 Signed  - Employee                                  Date:
 

 Signed – Supervisor                             Date:

cc: President, Supervisor, Personnel File

PAGE 5


