JOB DESCRIPTIONS for KEY PERSONNEL
Executive Director
The tasks of the Executive Director cover a variety of areas:
· Provide oversight and guidance for animal care 
· Purchase necessary items for enrichment
· Represent the Sanctuary in public outreach, including conferences, special events and onsite tours
· Respond to telephone calls and e-mails from the public
· Guide and evaluate the efforts of the caretaker, development manager facilities manager and volunteers

· Work with the accountant to handle financial and bookkeeping tasks

· Coordinate and facilitate board meetings
· Maintain a strong relationship with the chosen Sanctuary veterinarian and facilitate transportation for veterinary treatment when necessary
· Ensure publications, such as Volunteer Handbook and Staff Manual, are accurate through annual review
· Promote awareness of Sanctuary through generation of website material and Facebook presence

· Maintain a strong presence in the, animal welfare and Sanctuary communities

Caretaker

The role of the caretaker is an important one, ensuring that the animals are treated properly and receive high-quality care so they may flourish at the Sanctuary.  The caretaker must maintain a close working relationship with the Executive Director to ensure they properly complete tasks as assigned by the Executive Director.  While these tasks will vary, it may include any combination of the following:
· Provide direct daily care to the resident population, including food preparation, inspections, light medical care, etc.

· Clean cages and food preparation areas
· Provide new bedding where appropriate
· Ensure indoor temperature and humidity levels safe

· Follow protocol (as detailed in a separate document) to ensure food quantities and placements have been followed, as well as daily cleaning and monitoring procedures
· Train volunteers in 2-3 hour sessions

· Monitor animals for hazardous or detrimental behaviors

· Special projects as designated by the Executive Director
Development Manager
In order to encourage and maintain financial stability necessary for continued growth, the development manager should complete the following tasks.
· Maintain records related to grant funding opportunities and efforts (i.e. grant log, grant calendar)
· Pursue grant opportunities with possible foundations and other granting agencies

· Prepare grant applications for approval by the Executive Director

· Represent the Sanctuary in public outreach, including conferences, special events and onsite tours

· Respond to telephone calls and e-mails from the public
· Take minutes at the board meetings and provide copies of these minutes to board members in a timely fashion
· Ensure Sanctuary publications, such as the Volunteer Handbook and Staff Manual, are accurate through annual review
· Along with the Executive Director, promote the Sanctuary through generation of website material and Facebook presence

· Plan and promote annual events, such as the Spring Open House and Fall Fundraiser, with the assistance and approval of the Executive Director
· Update the Executive Director on the determined necessary basis
· Aid the Executive Director in any other administrative capacities as needed
Facilities Manager
· Facilitate deliveries for construction materials, food and other items
· Ensure the Sanctuary grounds are well-kept, including the grass, flowers and pathways

· Ensure all enclosures and doors are safe and properly maintained.
· Perform or oversee all new construction on the site 
· Special projects as designated by the Executive Director
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