Greenwood Wildlife Rehabilitation Center
Job Description
Job Title: Seasonal Receptionist/Animal Care Liaison
Classification: Part-time, Temporary/Seasonal (May – September) , Hourly, Non-exempt
Reports to: Animal Care Supervisor
Job Purpose: Answers calls from and educates the public regarding human/wildlife interactions and wildlife emergencies; processes patient admissions. Acts as liaison between animal care and administrative staff.   Performs administrative tasks as requested.
Salary: $12.00/hr
Essential Functions & Responsibilities: 
· Functions as Greenwood’s representative through communication with the public who bring in animals and/or call for assistance.  Answers phones and responds to voice mail in a timely fashion.
· Educates the public on reuniting babies with parents, determining when animals need rehabilitation, temporary care requirements, and safe capture, containment, and transport of animals. 

· Advises the public on humane solutions to wildlife conflicts and redirect them to additional resources as necessary.

· Greets the public and receives incoming animals. Requests donations from the public. 
· Enters accurate information on incoming patients into the database; creates new charts for incoming patients.
· Oversees animal database to ensure its accuracy and completeness.

· Possesses knowledge of local rehabilitators, Division of Wildlife, and Animal Control agencies.

· Maintains current list of rehabbers and their availability. 

· Coordinates transport volunteers, DPW, or Animal Control agencies to pick up animals that cannot be delivered to Greenwood by the public. 
· Assists licensed rehabilitators with animal releases and transferring of animals to other rehabilitators.

· Maintains the front lobby in a clean and organized fashion, making sure informational sheets, brochures etc. are in good stock.  Assists in facility upkeep as time permits.

· Communicates with animal care staff regarding any relevant information (i.e. arrival of incoming animals, arranged release times, etc.) 

· Maintains familiarity with Greenwood’s operational procedures and policies.

· Provides numbers and statistics to administrative and animal care staff as needed.

· Performs other duties as assigned by animal care and administrative staff.
To apply:  Email our Animal Care Supervisor, Lea, at lea@greenwoodwildlife.org
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