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Equine Records Manager Job Description

	Title of the Position
	Purpose of the Job

	Equine Records Manager
	The Equine Records Manager is responsible for maintenance of records for all equines, adopters, and foster homes in the organization.


Responsibilities 

· Maintain a mailing address (post office box is acceptable) where BEHS records may be mailed.  Check for mail at that address at least twice per week.

· Assign BEHS number to all incoming equines.
· Maintain appropriate files for each equine.  Each file should include donation contract, court order, or receipt for purchase from auction, photographs for each equine, equine health record and an adoption contract once the equine has been adopted.  

· Manage equine database.  The database will include information on each equine’s vaccinations, veterinary procedures, farrier work, etc.  Upload a copy of the database to the BluebonnetEquines list once a week. 
· Maintain equine spreadsheet and adoption spreadsheet.  These spreadsheets record statistics on types of equines into the organization, length of time spent in the organization, and other relevant information.  
· Maintain adopter and foster home records.  Each file should include a foster/adoption application, reference form, and foster contract (if applicable).  Documentation of any issues or problems with any foster/adopter should also be kept in his/her file.

· Maintain trainer records.  This should include a copy of the training bid, trainer inspection reports, and notes on horses sent for training.  Documentation of any issues or problems with any trainer should be kept in her/her file.
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 reliable internet access.

The Equine Records Manager is an officer position and will be elected in accordance with the Bylaws.
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