
 

Job Opening: Volunteer Coordinator/On-Site Manager 

 
About Cat Town: Cat Town's mission is to transform the approach to saving shelter cats, reducing 
euthanasia nationwide. Our focus is to find great homes for cats who are considered unadoptable in the 
traditional rescue model. While many rescue organizations focus on confident cats who are easily 
adopted, Cat Town focuses on the elderly, under-socialized, stressed, and sick or injured cats who would 
otherwise be euthanized.  
 
Cat Town helps these cats by removing the cage from the equation — instead placing cats who appear 
challenging at the shelter into our free-roaming Adoption Center, private Cat Town Studios, or one of 
our loving foster homes, where they can feel safe and show their true personality. The Cat Town model 
proves these cats are highly adoptable, and has helped reduce the euthanasia rate at Oakland Animal 
Services, Oakland’s municipal shelter, by 70%.  
 
Cat Town is deeply committed to diversity. We strongly encourage people of color, first-generation 
Americans, people with disabilities, and members of the LGTBQ community to apply. 
 
About the position: Cat Town is looking for a person with flexibility and great customer service skills to 
oversee our volunteer program and serve as our on-site manager.  This is currently a half-time position. 
Hours are negotiable but will include evenings and weekends. Starting salary is $20K. 
 
Cat Town’s small team of staff relies heavily on our volunteers for many aspects of our operations, such 
as interacting with visitors to our Adoption Center, assisting with adoption counseling, working with our 
cats, supporting adopters and fosters, and helping with marketing and fundraising. Cat Town has 
approximately 100 volunteers (excluding approximately 50 foster volunteers who are supported by the 
Foster Coordinator). 
 
The Adoption Center is open from Wednesday to Sunday. The Volunteer Coordinator/On-Site Manager 
ensures adequate volunteer coverage during open hours and serves as an Adoption Counselor. At times 
when there are no volunteers for a given shift, or when a volunteer has to cancel with little notice, the 
Volunteer Coordinator/On-Site Manager, or other staff members, will cover these shifts, but this 
responsibility falls primarily to the Volunteer Coordinator/On-Site Manager. 
 
The right person for this role is someone who has great interpersonal skills, loves cats, and is passionate 
about our mission to get hard-to-place cats out of the shelter and into great homes. They must be 
patient, positive, attentive, and a clear communicator. They will have good time management skills, as 
well as an ability to handle surprises. 
 
Responsibilities: 

• Provide oversight to the volunteer recruiting, onboarding and training process; 

• Serve as the point of contact for on-site volunteers; 

• Provide ongoing supervision and support to volunteers; 



• Assess volunteers’ abilities, understanding, and compliance with the program expectations and 
objectives, redirect as needed, providing clear communication and feedback in a positive 
manner; 

• Communicate regularly with volunteers regarding upcoming opportunities and ensure they are 
satisfied and well-placed; 

• Take the lead in resolving conflicts in a timely and sensitive manner and/or ask for assistance 
when necessary. In sensitive situations, coordinate the mediation with or discipline of 
volunteers with the Executive Director; 

• Maintain volunteer records and schedules, and ensure shifts are filled as needed; 

• Work closely with other staff to recruit supporting volunteers for roles as needed; 

• Work with the Communications Manager to provide regular written communication to 
volunteers to share key information and keep them current on policies and procedures; 

• Promote retention of volunteers through recognition, outreach, feedback and communication; 

• Collaborate with the Development Director to build a broader donor base and connect donors 
to volunteer opportunities; 

• Staff the adoption center as needed (based on a to-be-established schedule); 

• Assist the public by providing information regarding cats and assist with adoptions (training 
provided); and, 

• Other duties as assigned. 

 
Required Skills and Experience 

• 2+ years experience in customer service and/or volunteer management;  

• Proficient in Microsoft Office applications, and Google Suite.  

• Strong organizational skills and attention to detail; 

• Ability to regularly work flexible hours, including weekends and evenings; and, 

• Valid Driver's License with access to transportation. 

• Strong interpersonal skills and ability to build relationships and interact with a wide range of 
personalities and work styles, both individually and within groups of diverse constituents; 

• Self-starter with excellent oral and written communication skills and ability to manage and 
resolve conflicts in a professional manner. Ability to lead others and work as a member of a 
team; 

• Ability to work effectively, both independently and in a team environment, in an atmosphere 
of multiple projects, shifting priorities, and deadline pressures. Ability to be flexible, detail 
oriented and able to prioritize; 

• Ability to think creatively and be resourceful using limited budgets; and, 

• Experience with Salesforce experience is a plus. 

 
To Apply: Please send your resume and a cover letter outlining your interest in the position to 
ann@cattownoakland.org with the words “Volunteer Coordinator” in the subject line. 
 
Cat Town is an equal opportunity employer. This means that we don't discriminate against people 
because of their race, ethnicity, sex, age, religion, national origin, marital status, pregnancy, personal 
appearance, veteran status, disability, sexual orientation, gender identity or expression, family 
responsibilities, matriculation, genetic information, or political affiliation. 
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