Shelter Operations Assistant Manager – Support Services 
Employment Status: Full-Time, Non-Exempt
Department: Shelter Operations
Reports To: Chief Operating Officer / Chief Deputy Director 
Position Summary
Under the direct supervision of the Chief Operating Officer and indirect supervisor of the Chief Deputy Director the Shelter Operations Assistant Manager – Support Services provides comprehensive oversight of shelter facility operations, including building and equipment maintenance, repairs, and fleet management across all shelter sites. The position is also responsible for the assigned management and implementation of the organization's Injury and Illness Prevention Program (IIPP), OSHA, and Workplace Violence safety programs, including implementation, training, compliance monitoring, conducting regular safety audits, maintaining required documentation, and promoting a culture of safety for staff, volunteers, and visitors.  This position coordinates shelter operations inventory management, facilities coordination, and supply distribution. This role also helps with internal transport as assigned and collaborates closely with other Placer SPCA leadership team members. In the absence of other shelter operations management team members this position may assume delegated responsibilities to maintain continuity of operations. 
Essential Duties and Responsibilities
Leadership and Staff Supervision
Directly supervise the facilities coordinator providing coaching, performance evaluations, and training in order to support professional development. *
Provide leadership for shelter operations staff members, working closely with the other shelter operation managers and supervisors as needed to ensure appropriate seven-day coverage and continuity of staff performance. *
Cultivate a positive, motivating work environment which encourages teamwork, safety, and continuous learning. *
Conduct and participate in shelter operations meetings and serve as liaison between departments. *
Facilities, Fleet, and Safety Program Management
Provide overall leadership and management of facility operations across all PSPCA locations and appropriate management staff members. *
Manage and ensure proper maintenance, inspections, and repairs of the organization’s facilities and vehicles. *
Develop and implement preventative maintenance schedules for equipment, vehicles, and facilities. *
Manage inventory of maintenance supplies and equipment, ensuring availability and budget adherence. *
Coordinate vendor contracts and oversee the work of outside contractors for facility and equipment repairs or projects. *
Collaborate and work directly with management assigned to each Placer SPCA facility site to ensure maintenance and safety needs are met. *
Workplace Safety & Compliance (IIPP/OSHA)
· Assign management and implementation of training and compliance related to the organization’s Injury and Illness Prevention Program (IIPP), OSHA, and Workplace Violence Prevention Programs. This includes ensuring adherence to all applicable regulations, conducting regular safety audits, and promoting a culture of safety that encompasses staff, volunteers, and visitors. The role collaborates with the Director of Community Engagement to ensure volunteer safety training and communication, and ensures visitor safety through clear signage, check-in protocols, restricted-area enforcement, and emergency instruction procedures. *
· Develop, chair, and guide the Safety Committee, ensuring alignment with the organization’s Injury and Illness Prevention Program (IIPP), OSHA requirements, and Workplace Violence Policy and Procedures. The Safety Committee will be responsible for reviewing incidents, identifying, and addressing safety concerns, and documenting findings and recommendations. Minutes will be recorded and distributed to ensure accountability and follow-up on action items. Committee structure and resources will be supported by the Chief Operating Officer and Chief Deputy Director. *
· Ensure timely and accurate documentation of facility inspections, safety audits, maintenance logs, staff safety training records, vendor records, and fleet service records. Complete and maintain current California Environmental Reporting System (CERS) requirements. *
· Complete required OSHA 300 documentation as required on an annual basis. *
Operations Support
Participate in oversight of all shelter activities to ensure smooth and efficient daily operations, maintaining adherence to organizational policies and procedures. *
Assist with animal transportation between Placer SPCA centers as needed and assigned. *  
Oversee operational inventory supplies and equipment, including management and ordering. Ensure appropriate inventory supplies for animal care, guest services, and other shelter operational needs are available as needed. *
Maintain meeting calendars, agendas, and minutes for shelter operations meetings.*
Provide operational support and coordination for animal care, foster, and behavior teams as needed or assigned.*
Oversee organization-wide uniform and key control systems, including issuance, tracking, collection, and inventory management, ensuring accountability, appropriate access levels, and timely updates to records. *Perform opening and closing duties as scheduled. *
Emergency and On-Call Support
Serve as an on-call contact for facility, fleet, and safety emergencies, providing direction and support during critical situations. *
Data and Records Management
Responsible for data entry, statistical maintenance, and reporting for shelter operations, including analysis reports of Placer SPCA programs as assigned. *
Ensure BIG, FIG, and disposition email information represented in individual animal’s records in a timely manner including identifying specific staff training and support regarding daily data entry. *
Maintain identified, specialty statistics such as disease management, detailed incoming / outgoing statistics, and others as assigned. *
Community Engagement and Events
Assist with preparation and support of facility needs for shelter events, tours, and educational activities. *
Assist in tours, lectures, public education programs, special events, and fundraising activities as needed. *
Participate in special events and public outreach activities as assigned. *
Additional Responsibilities
Perform additional duties as assigned to support the success of shelter operations. *
Treat animals humanely, with compassion and concern both on and off the job and transmit these values to others. *
Regular and timely attendance; weekend days may be required on a regular basis; overtime as required.
Manage and work well with facility-related volunteers and special volunteer/corporate groups, including lawn maintenance and special facility/maintenance projects. *

* = Essential functions of the job.
Qualifications
Must be at least 21 years of age to meet legal requirements associated with the duties of this role.
High school diploma or GED required; two years of college coursework preferred.
Minimum three years of experience in an animal shelter, facilities operations, or related service environment, with supervisory experience preferred.
Knowledge of shelter operations supports functions, including facilities, safety, equipment, inventory, and transport.
Familiarity with OSHA, IIPP, and workplace safety practices preferred.
Demonstrated ability to supervise, mentor, and support staff and volunteers effectively.
Strong organizational, communication, and leadership skills with the ability to work independently and exercise sound judgment.
Proficiency in Microsoft Office Suite and shelter database systems (e.g., PetPoint), with the ability to learn new applications as needed.
Strong attention to detail with the ability to accurately document and maintain operational records and compliance logs.
Required to operate a motor vehicle to attend meetings and special events, run errands, etc. as needed.
Must possess a valid California driver’s license and maintain a driving record that meets the standards of our insurance provider.
Must be able to safely lift and carry supplies or animals weighing up to fifty pounds with assistance.
[bookmark: _Hlk199256574]Must be willing to undergo a background check as required by organizational policy.
Compensation & Work Environment
· [bookmark: _Hlk206768399]Position Classification: Non-Exempt
· Starting Pay Rate: $25.74–$31.53 per hour, depending on relevant experience.
· Salary Range: $25.74–$33.65 per hour, with merit-based adjustments in accordance with organizational policy.
· Work Schedule: Full-time; includes regular weekends, holidays, evenings, and occasional overtime.
· Regular exposure to animals that may be sick, injured, aggressive, unruly, or deceased.
· Potential exposure to zoonotic diseases, parasites, cleaning chemicals, and facility maintenance substances.
· Frequent interaction with the public in a dynamic, fast paced, and at times stressful environment.
· Work is performed in an emotionally charged setting that requires resilience, adaptability, and sound judgment.
· Position requires willingness to attend training programs to maintain and enhance skills as identified and needed.
· Must be available to work at the designated facility location(s) as assigned, and travel between sites as organizational needs require.
Acknowledgement
The Placer SPCA is an equal opportunity employer. PSPCA reserves the right to revise or change this job description as necessary or as business requires. This job description does not constitute a written or implied contract of employment.
I understand the qualifications described above for the Shelter Operations Manager – Support Services position, and by signing below acknowledge that I am able to perform the essential functions of the job either with or without reasonable accommodation and I am willing to accept the working conditions herein.
Applicant / Employee Name: ___________________________________________
Applicant / Employee Signature: ________________________________________
Date: _________________________
