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JOB DESCRIPTION 

 
Dane County Humane Society 

 
 
Job Title: PETS FOR LIFE PROGRAM COORDINATOR 
 
Reports to: EXECUTIVE DIRECTOR 
 
Scope of Position:  Dane County Humane Society is looking for a strategic, flexible professional 
with a passion for working with people and animals to join our team as a full-time Program 
Coordinator to support our Pets for Life program and team. Through door-to-door outreach, the 
Pets for Life program builds relationships and extends animal care information and resources to 
an underserved area with limited access to pet care services. The ideal candidate will have 
significant understanding of systemic issues that affect underserved populations and commitment 
to serve the community. This is a full-time position with a base salary of $35,000. The Pets for 
Life Program Coordinator reports to the Executive Director. 
 
Duties and Responsibilities: 

1. Oversee and support hands-on all aspects of Pets for Life program including relationship 
building, door-to-door outreach, data collection, and transport to ensure meaningful, 
long-term sustainable impact 

2. Oversee program to ensure that the program operates according to the Pets for Life 
model, approach, and philosophy 

3. Manage and support team of staff and volunteers according to DCHS supervisory process 
4. Manage program operating processes to ensure program meets goals as strategically and 

effectively as possible 
5. Manage budget, equipment and program supply inventory 
6. Cultivate strong relationships with local groups in the focus community to further the 

Pets for Life program 
7. Other duties and projects as assigned by the Executive Director 

 
Qualifications: 
A committed and mature leader with the following experience and attributes: 

1. BS or BA degree preferred 
2. Experience providing and managing direct services to diverse audiences 
3. Three years or equivalent program management experience preferred 
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4. Significant understanding of systemic issues that affect underserved populations and 
commitment to serve the community 

5. Willingness to work as a team and provide direct support in all areas of program 
6. Must be able to move/lift 50 lbs, bend frequently, and stand throughout the workday.  
7. Strong organizational skills. 
8. Strong verbal and written communication skills. Must be able to communicate effectively 

regarding PFL 
9. Bilingual in English and Spanish preferred, but not required. 
10. Commitment to treat people without judgement, respect and kindness  
11. Ability to effectively communicate about the Pets for Life program to a variety of 

audiences 
12. Availability to work weekends and evenings as needed  
13. A valid Wisconsin driver’s license, access to a vehicle during work hours, and car 

insurance 
 
If you are interested in being considered for this position, please send a letter of interest and 
résumé to Joan Byrne, Executive Assistant (joanb@giveshelter.org), by March 15, 2018. 
 
I have read, understand, and accept this job description and understand it will serve as the guide 
for my professional development.  I further understand DCHS has the unilateral discretion to 
modify this job description. 
 
 
 
________________________________ ___________________ 
Signature     Date 
 
 

 


