
 

 
 
 
Title:  Medical Clerk 
 
Department: Animal Welfare 
 

Position Summary: Under the direction of the Medical Care Supervisor, assist in the scheduling, 

drop off and pick up of surgery animals. Provide excellent service to all of our clients.  Works 

well independently but as part of a team to ensure timely, quality medical care for all animals in 

the shelter. This position is based within the medical department at St. Hubert’s Madison 

location but flexibility to work at other locations may occasionally be required. 

 

Supervisor: Medical Care Supervisor 

 

Examples of Duties and Responsibilities: 
 Treat all clients and staff with respect and care and foster this sentiment among the team. Demonstrate 

patience and use tact when working with difficult, emotional or angry people 

 Develop scheduling parameters to ensure all patients receive timely quality care, accommodate 
caseloads and ensure client needs are being met 

 Seek client feedback and address client complaints 

 Handle client’s medical questions with confidence and direct to veterinarian when appropriate 

 Explain to clients the necessary follow-up and home care instructions 

 Fill out our Fix It vouchers and make sure surgical release forms are signed 

 After noon check clinic voicemail and return calls.  Prioritize phone calls for Lead Technician. 

 Supervise proper documentation and review all financial transactions, including adoption fees and in-
kind donations, ensure handling of all Clinic revenues 

 Coordinates care by in-house clinic/veterinarian and/or outside veterinary care, managing coordination 
of services and communications with clients including shelter managers, foster homes, caretakers, 
other agencies and private owners 

 Ensure all records are thorough and updated in a timely fashion 

 Oversee and seek to continuously improve the financial health of the clinic including purchasing 
supplies, veterinary services optimization, auditing transactions, and reviewing financial data 

 Ensure compliance with drug logs, regulatory and OSHA regulations and maintain organization and 
cleanliness within the facility  

 Help manage medical inventory 

 Assist in the development and execution of marketing efforts, e.g. feral cat sterilization initiatives  

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

 Understand all vaccination protocols and be able to explain St. Hubert’s protocols to clients 

 Reviews animal records on a daily basis to ensure that all medical or treatment records are up to date 
and accurate, including computer data entry 

 Complete the adoption paperwork for the animals on Trial Adoptions  

 Assists with the medical care of animals in our Foster, Outreach, TNR and Trial Adoption programs 

 Prepare medications and fill out med sheets as needed, assist clinic staff as needed 

 Responsible for infection rate control by tracking and making sure follow up sheets are filled out for all 
locations and shelter partners 

 Properly record all drug activity, DEA logs, and statistics, as required by law and St. Hubert’s policy 

 Assist in the documentation of cruelty cases 



 Cleaning of medical areas, equipment, kennels and cages as needed 

 Other job duties as assigned by the Medical Supervisor or veterinarian 

 
Skills and Requirements: 

 Excellent written and verbal communication skills; bilingual a plus 

 Exemplary customer service skills 

 Need to possess basic Veterinary terminology 

 Exceptional attention to detail and organizational skills with the ability to multi-task 

 Basic Microsoft Office knowledge and phone literacy 

 Highly motivated and creative with experience and a passion for connecting with current and future 
clients 

 Ability to interact with animals in a calm, non-threatening manner 

 Compassion for animals and human beings, commitment to St. Hubert’s mission, values and goals  

 Able to work well under pressure, in emotionally charged situations and handle confrontation politely 
and professionally while finding a solution 

 Ability to positively interact with colleagues, coworkers, and community members from widely varied 
backgrounds with integrity and honesty throughout all facets of the position, maintaining confidentiality 
at all times 

 Willingness to work as a team member, pitch in as needed and have fun 

 Familiarity with dog and cat breeds, animal descriptions, animal control, wildlife, TNR and low cost 
spay/neuter  

 Possibility of being deployed out of state for natural/manmade disasters 

 Previous experience working in shelters preferred but not required 

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

 
Work Environment:  

 Exposure to odors and airborne particles including animal fur and toxic chemicals 

 High levels of noise 

 Can be fast-paced and stressful, working with emotional clients 

 Department Hours of operation between 8am and 6pm seven days a week, flexible work hours will be 
required (including holidays, weekends, and overtime) 

 Physical requirements include being able to withstand prolonged periods of sitting or standing; lifting or 
moving up to 35 pounds 

 
Overtime: This position is eligible for overtime. 

 
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. 

 

 
 
 
 
 
 


