
 

 

Receptionist/Dispatcher  
 
Under the direction of the Manager, Animal Services, or designate, the Receptionist/Dispatcher will 
assist in the provision of a broad range of animal welfare programs, best practices and protocols that 
form part of the animal welfare mandate of The Humane Society. The Receptionist/Dispatcher will take-
on departmental functions that ensure the health and well-being of the animals that come under the 
care of The Humane Society. 
 
Responsibilities include best efforts to inform and guide customers and the public on animal welfare 
issues, The Humane Society policies, City and Provincial laws in regards to animals, and guide adopters 
through the adoption process, offering exceptional customer service, and other assignments as 
required. 
 
A strong understanding of animal protection laws and animal welfare issues is important. 
 
This is a permanent part-time position of up to 20 hours per week including evenings and weekends. 
During busy seasons/vacation relief, may be up to 32 hours per week including weekend and statutory 
holidays. 
 
PRINCIPLE ACCOUNTABILITIES: 
 

 Take direction from the Manager, Animal Services or designate while demonstrating a commitment 
to achieving departmental goals. 

 Work closely and correspond regularly with the Manager, Animal Services and fellow team members 
regarding departmental needs and activity, providing relevant updates on a regular basis to the 
Manager, Animal Services, or designate. 

 Answer incoming telephone calls, respond to the general questions as well as taking and recording 
complaints pertaining to animal cruelty and by-law enforcement. 

 Dispatching of calls to Officers. 

 Redirection of inquiries to proper person or department. 

 Responsible for daily cash flow. 

 Provide customer service regarding adoption, intake, and complaints. 

 Keep accurate departmental records, maintaining their confidentiality, and assist with departmental 
paperwork as required. 

 Perform other duties as required to improve the function of the Reception/Office area, and the 
Centre. 

 
POSITION REQUIREMENTS: 
 
The following are general descriptions of some of the requirements necessary to carry out the duties 
and responsibilities of this position. The Part-Time Receptionist/Dispatcher must have the following 
skills, among others: 



 High School Diploma or equivalent. 

 Ability to build and foster effective relationships with staff, volunteers, customers, partners, 
sponsors, community groups etc. 

 Strong sense of teamwork and collaboration, with the ability to foster the same amongst others. 

 Interpersonal skills to deal with multiple and differing behaviours of fellow staff, customers and 
other organizational contacts. 

 Must treat animals humanely, with compassion and concern both on and off the job. 

 Ability to function effectively under stressful and ambiguous circumstances and accept 
direction. 

 Organizational skills in order to meet time demands and multiple duties. 

 Ability to manage multiple and sometimes conflicting priorities and deliver timely results. 

 Expected to work weekends to meet Centre requirements. 

 Computer literacy – Microsoft Windows and Word, customized Humane Society programs and 
basic knowledge of typical office equipment. 

 
The Part-Time Receptionist/Dispatcher must demonstrate ability to work effectively with others 
(including Management, Co-workers, resident Veterinarians, Customers etc.) by sharing ideas in a 
constructive and positive manner; listening to and objectively informed of work progress, timetables 
and issues; and, addressing problems and issues constructively to find mutually acceptable and practical 
business solutions. 
 

HOW TO APPLY: 

Interested candidates are invited to apply by sending a cover letter and their resumes to Andrea Hart, 
Senior Human Resource Manager, by email to: andrea.hart@kwsphumane.ca no later than September 
29, 2021. 
 
We thank all candidates for their applications; however only those selected for an interview will be 
contacted.  
 
The Humane Society of Kitchener Waterloo and Stratford Perth welcomes and encourages applications 
from individuals with disabilities. Should you require accommodation during the recruitment process, 
please contact Human Resources. 
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