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Assistant Adoption Coordinator Job Description

	Title of the Position
	Purpose of the Job

	Assistant Adoption Coordinator
	The Assistant Adoption Coordinator shall assist the Vice President – Equine Coordinator in maintaining the Adoption Program of BEHS.


Responsibilities 

The Assistant Adoption Coordinator shall:

· Act as an assistant to the Vice President – Equine Coordinator

· Coordinate with Adoption Counselors to make sure that all applicants have an assigned Adoption Counselor who will guide them through the adoption process.

· Insure that the Vice President – Equine Coordinator receives all adoption contracts, adoption follow up inspections, etc.

· Assist the Vice President – Equine Coordinator in determining the qualifications and abilities of adopters.

· Assist the Vice President – Equine Coordinator in placing equines in adoptive homes.

· Provide a monthly activity report to the general membership.

Qualifications for the Job

The candidate for this position must:

· Be paid member of Bluebonnet Equine Humane Society, Inc. for at least 6 months prior to assuming this position.

· Remain a current, paid member of Bluebonnet Equine Humane Society, Inc. in good standing.

· Have good communication skills and be able to manage volunteers.

· Have reliable internet access.
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