
 

 
 
 
Title:  Medical Care Supervisor 
 
Department: Animal Welfare 
 
Position Summary: The Medical Care Supervisor needs to have strong interpersonal relationship 

skills to supervise the medical team. These teams include the Clinic Medical Technicians, Medical 

Clerk, Shelter Medical Technicians and Animal Welfare staff. S/he ensures operational flow of the 
day, ensuring that all tasks are completed by all parties and requests from other departments 

are received and delegated to the medical teams. In addition, specific responsibilities will be 
assigned including the oversight of medical inventory, weekly cleaning check lists, equipment 
maintenance and weekly and monthly biosecurity protocols. The ability to supervise the team 

under stressful circumstances is paramount. The Medical Care Supervisor will act as liaison 
between other departments in the shelter to ensure standards of care are met and all daily tasks 

assigned are completed. This position reports to the Shelter Manager. 
 

Supervisor: Shelter Manager 
 
Examples of Duties and Responsibilities: 

 Supervision of the Medical Team 

 Participates in daily Rounds with the Shelter Manager or other designated staff 

 Monitors the shelter for signs of disease and assumes responsibility for disease management  

 Ensures completion of all tasks assigned to the team 

 Acts as a point of contact for other departments to ensure the medical team upholds their 
responsibilities to other departments 

 Medical inventory and ordering to ensure that the medical staff has the adequate supplies  

 Supervises the spreadsheet of medical costs 

 Commitment to TNR 

 Maintains weekly cleaning protocols and biosecurity measures 

 Oversee and seek to continuously improve the financial health of the clinic including new revenue 
ideas, payroll, purchasing, veterinary services, auditing transactions and reviewing financial data  

 Facilitates interdepartmental communication and represents the medical team at meetings 

 Ensures the smooth operation of the Medical Department, but serves – in this instance - to set the 
standard for team work  

 Maintain accurate drug logs and medical records, as required by law, prepares and submits quarterly 
DEA reporting; Medical team may provide assistance with these activities 

 Delegation of daily tasks and duties and is accountable for their completion 

 Supervises with integrity, authority, fairness and open-mindedness 

 Maybe expected to perform the humane euthanasia of animals at St Hubert’s 

 Oversee the maintenance, servicing, and repair of Medical equipment and is ultimately responsible for 
the completion of those activities 

 Anticipates need for and/or facilitates transfer to other St. Hubert’s locations/outside agencies for 
medical and surgical care 

 Ensures compliance with relevant regulatory laws (e.g. medical waste, 823a) and interact in a 
professional manner with the NJ Department of Health in all relevant issues (e.g. preparation of rabies 
specimens, observance of DOH-holds) 

 Address any personnel, client, patient, or facilities issues as they arise and serve as a “go to” for 
problem solving  



 Will work cooperatively with St. Hubert’s volunteers and partners 

 Other duties as assigned by the Shelter Manager 

 
Skills and Requirements: 

 Seasoned supervisory experience with a demonstrated ability to direct, lead, delegate, problem solve 
and offer support 

 Licensed Veterinary Technician preferred 

 Minimum 3 years of relevant experience – Practice Management or Head Technician 

 Excellent organizational skills 

 Proficient at conflict resolution 

 Basic familiarity with computers, MS Office and database experience 

 Strong verbal communication skills 

 Set the tone for professionalism and performance expectations within Medical department. 

 Convey ideas, concepts, policies, and procedures to staff, as well as ensuring their understanding and 
compliance 

 Communicate efficiently, effectively and appropriately and ensure that the Medical department is 
performing at a high level 

 Ability to effectively problem solve and integrity will be unquestionable 

 Stay up to date on the most current shelter medicine protocols recommended by UC Davis 

 Willingness to deploy during a natural/manmade disaster 

 Must have a passion for the mission of St. Hubert’s Animal Welfare Center  

 
Full-time, non-exempt, competitive salary, education opportunities, plus benefits, including medical and dental 
insurance, sick leave, annual leave, and 403B. Will require nighttime, weekend and holiday work. 

 
Note: This job description is not intended to be all-inclusive. Employees may be required to perform other 

related duties to meet the on-going needs of the organization. 
 
St. Hubert’s is committed to being an Equal Opportunity Employer, and does not discriminate because of race, color, 
creed, gender, religion, national origin, disability, age, pregnancy, genetic predisposition or carrier status, marital status, 
citizenship status, or sexual orientation. Accommodations will be provided to qualified individuals requiring them. 
EOE/M/F/D/V/SO. 

 

 
 


