
Monmouth County SPCA 

 
Job Title: PT Sales/ Adoption Counselor 
 
Territory:  MCSPCA Freehold Mall Adoption Center 
 
Department: Sales /Adoptions  
  
FLSA Status:    
 
Employee:  
 
Reports to:  Candie Caron – Candie@monmouthcountyspca.org 
 
Supervises:   
 
Travel:    
 
Effective:  Immediately  
 
Description: Carry out all functions of the MCSPCA necessary to create a positive store 

experience for all customers and co-workers. Promote the MCSPCA’s 
mission and vision to animal welfare. Responsible for the proper execution 
of all adoption procedures and any care necessary to maintain healthy 
adoptable animals while in the MCSPCA’s care. Have the ability to answer 
questions asked by customers and offer assistance in sales.  

 
Duties/Responsibilities: 
1) Maintain proper inventory of merchandise. Account for all merchandise leaving the store 
while helping customers.  
2)Train in proper handling of all animals and feeding/ all medications required. 
3) Maintain a high level of Customer Service. All customers should be helped in a timely 
manner. 
4) Ensure all monies are properly accounted for during shift. 
5) Responsible for joining in all activities and promotions to benefit the MCSPCA per 
MCSPCA guidelines.  
6) Maintain and clean /safe work environment at all times. Follow all OSHA guidelines.  
7) Work with volunteers to assure that MCSPCA standards are met. 
8) Maintain counters/ merchandise, including putting out orders and general facing of 
merchandise on counters daily.  
9) Work well with all co-workers and management 
10) Ensure all opening and closing procedures are followed.  
11) Maintain proper utilization of equipment and supplies needed for daily store operation.  
12) Report all issues to management and document all concerns in Vet Tech Book in back 
room.  
13) Maintain a sense of urgency to accomplish all tasks in a timely manner and ensure high 
standards are met. 
14) Document all hours worked on time clock to assure proper hours recorded.  



Monmouth County SPCA 

Qualifications/Requirements:  
Medical/Vet Tech exp. Preferred 
Proper handling of animals necessary. 
Must be available to work hours hired for which includes nights, weekends, holidays. 
Must be able to lift at least 50 lbs.  
Must be able to stand for long periods of time.  
Must like working in a retail environment and like working with animals and people. 
Must maintain a clean environment for animals and people.  
 
 
Working Conditions: 
Work is normally performed in a typical interior/retail store work environment. No or very 
limited physical effort required. No or very limited exposure to physical risk.    

 
Americans With Disabilities Specifications: 
The physical demands described herein are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
 
Revision Date:  7/16/16 
 
 
 
 
 
 


	Job Title: PT Sales/ Adoption Counselor
	Territory:  MCSPCA Freehold Mall Adoption Center
	Employee:
	Description: Carry out all functions of the MCSPCA necessary to create a positive store experience for all customers and co-workers. Promote the MCSPCA’s mission and vision to animal welfare. Responsible for the proper execution of all adoption proced...
	Duties/Responsibilities:
	1) Maintain proper inventory of merchandise. Account for all merchandise leaving the store while helping customers.
	2)Train in proper handling of all animals and feeding/ all medications required.
	3) Maintain a high level of Customer Service. All customers should be helped in a timely manner.
	4) Ensure all monies are properly accounted for during shift.
	5) Responsible for joining in all activities and promotions to benefit the MCSPCA per MCSPCA guidelines.
	6) Maintain and clean /safe work environment at all times. Follow all OSHA guidelines.
	7) Work with volunteers to assure that MCSPCA standards are met.
	8) Maintain counters/ merchandise, including putting out orders and general facing of merchandise on counters daily.
	9) Work well with all co-workers and management
	10) Ensure all opening and closing procedures are followed.
	11) Maintain proper utilization of equipment and supplies needed for daily store operation.
	12) Report all issues to management and document all concerns in Vet Tech Book in back room.
	13) Maintain a sense of urgency to accomplish all tasks in a timely manner and ensure high standards are met.
	14) Document all hours worked on time clock to assure proper hours recorded.
	Qualifications/Requirements:

