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MEDICAL PROGRAMS MANAGER, JOB DESCRIPTION

Department:   Administration 			
Reports to: 	Executive Director
Type: 		Full-time, Exempt				
		Monday-Friday, 8:30 a.m.-4:30 p.m. – some on-call hours will be expected.
Pay Band:	$48,000-$60,000 annually.

Summary:  The Medical Programs Manager oversees medical functions for the shelter and medical clinic including community outreach programs. This is a managerial and hands-on position which works with the Veterinarian of Record and other contracted Veterinarians to ensure shelter animals receive timely exams, vaccines, diagnostics, and needed treatments, and directly supervises medical staff and surgical volunteers. Serving as lead technician for some tech-only appointments and fulfilling surgical shifts as needed, this position is designed for approximately 50% hours administrative and 50% hours in surgery/clinic. This role educates shelter and animal care staff about best practices to maintain shelter animal health and wellbeing focused on the best pathway for each animal.     
RESPONSIBILITIES: 
Management
· Manage the welfare of animals under Homeward Bound’s care to include, but is not limited to, medical care, nutrition, and advising on behavioral needs of shelter animals, as well as managing veterinary care for community animals under the various medical programs which are overseen by the veterinarian(s).
· Provide oversight to medical program staff including the efficient management of HB medical/clinical programs, and management of detailed medical records for all patients in HQ, or similar databases used by HB to record animal health, pathway, and LOS.
· Supervise veterinary technicians/assistants including recruitment, hiring, onboarding and coaching as necessary.
· Arrange surgical volunteers as needed, coordinating this with the surgical team’s needs.
· Manage daily rounds ensuring needs are met for all animals.  Educate animal care staff along the way about length of stay (LOS) and humane pathways for animals.
· Standardize all medical ordering for use with the shelter and community programs.
· Budget and price medical goods and services to operate within an annual budget that supports affordability of care, and revenue to sustain the fiscal health of HB.
· Review medical and surgical income and expense reports regularly with ED.
· Oversee delegated scheduling and approval of surgical appointments in HQ (shelter, volume, public, PC, TNR, PIC, STM) and provide support to staff to ensure clear communications occur with clients via phone, email or online.
· Participates in professional development and training, keeping current in shelter and veterinary medicine, Vermont State animal welfare laws, and animal welfare trends.
· Consult with law enforcement on cruelty and neglect reports, working with veterinarians to assist as needed. 
· Ensure staff, veterinarians, and volunteers are familiar with and adhere to written policies, code of conduct, and the standards of care in shelter medicine and at HB. 

Medical/Surgical
· Works with the veterinarian of record to develop diagnostic and treatment plans for animals under the care of Homeward Bound and ensures proper implementation of plans by technicians and animal care staff.
· Serve as a liaison between veterinarians and care staff by communicating health care needs, diagnosis, and treatments to care staff in a timely fashion.  
· Update and review Homeward Bound medical protocols, such as vaccine protocols, medical, and surgical treatments/procedures, feeding and cleaning methods as well implement infectious disease control in conjunction with the veterinarian of record.
· Enter and maintain medical records in shelter and clinic databases including, but not limited to, Shelter Luv, Clinic HQ, or other, and make certain all necessary logs are current.
· Maintain surgical equipment inventory and maintenance on a regular schedule.
· Serve as lead technician for tech-only appointments when necessary and fulfill surgical shifts per week as needed. 
· Assist with animal intakes and delegate tasks to appropriate medical and care staff.
· Oversee the training and management of volunteers in the surgical suite in accordance with the volunteer code of conduct and in collaboration with other staff.

QUALIFICATIONS:
· Bachelor’s degree in animal science field with a minimum of 2-years of managerial experience supervising staff, and 4+ years veterinary technician experience in a shelter, surgical, or clinic environment. Associate’s degree and similar experience may be considered.  CVT, LVT, RVT preferred.
· Experience in an animal shelter is preferred.
· Comfort level working with animals of unknown disposition, those exhibiting medical and other problems including aggression, preferably in a shelter and/or clinical setting. 
· Proficient with Microsoft Office 365, virtual meeting tools like MS Teams and Zoom, and database management tools like HQ, ShelterLuv, and/or other necessary technology.
· Confidence as a leader and ability to make tough decisions in a potentially emotional work environment where animal needs are always put first. 
· Demonstrate the ability and initiative to work with minimal supervision and direction.
· Work collaboratively as a member of management and as a team member.
· Communicate effectively with staff, volunteers, and the public, in a courteous manner.
· Ability to maintain confidential information.
· Experience developing and implementing policies and procedures.
· Willingness to be on-call to triage medical emergencies for shelter animals.

WORK CONDITIONS:
· Work is conducted in a fast-paced shelter and surgical environment.
· Exposure to animals of unknown health and/or behavioral background is common.
· The environment may be noisy at times with barking, meowing, etc.
· Interacting with the public, i.e., pet owners, volume clients, public, is expected.

PHYSICAL REQUIREMENTS:
· Ability to bend, twist and lift at least 50 lbs.
· Ability to work on your feet for extended periods of time
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Med. Mgr.  Job Description 12/10/2024  -   FINAL       MEDICAL PROGRAMS MANAGER ,  JOB DESCRIPTION     Department:     Admini s tration          Reports to:     Executive Director   Type:       Full - time , Exempt               Monday - Friday, 8 :30 a.m. - 4:30  p.m.   –   some  on - call ho urs  will be   expected.   Pay Band:   $ 42,500 - $5 6 ,000  annually.     Summary:   The Medical Programs Manager  oversees   medical functions  for   the shelter and  medical  c linic   including  community outreach programs .   This  is a   managerial  position  which  works  with   t he  Veterinarian   of Record and other contracted Veterinarian s   to ensure shelter  animals receive timely exams, vaccines,  diagnostics,   and  needed  treatments , and  directly  supervises  medical staff   and surgical volunteers.  Serving as lead technician for some tech - only  appoi ntment s   and fulfilling 1 surgical shift per week is expected , this positi on is  designed for  approximately   32 hours in office and 8 hours in surgery/clinic .  This  role   educates   shelter and  animal   care staff  about   best practices to maintain shelter animal health   and   wellb e ing   focused  on the best pathway for each animal .            RESPONSIBILITIES:    Management      Manage   the welfare of animals under Homeward Bound’s care   to  include ,  but is not  limited to ,   medical care,  nutrition ,  and  advising   on   behavioral needs of shelter animals,  as well as  managing  veterinary care for  community  animals under the  various medical  programs   which   are  overseen   by the  veterinarian(s) .      Provide oversight  to medical program staff inc luding the  efficient  management   o f  HB  medical /clinical  programs,  and management of  detailed medical records for all patients  in HQ , or similar databases used by HB to record animal health, pathway, and LOS .      Supervise   veterinary   technicians / assistants   and program management staff   including  the recruitment , hiring, and onboarding , and  termination,   as necessary .      Arrange   surgical volunteers as needed, co ordinating this with the surgical team ’ s needs.      Manage   daily rounds ensuring 5 freedoms are met for all animals , and  educat e   animal  care staff along the way   about length of stay  (LOS) and  humane pathways for  animals .      Standardize   all medical ordering   for use with the shelter  and  community program s .      Budget   and price   medical goods and services   to  operate  within a n   annual  budget   that  supports  affordability   of care, and  revenue  to su stain the  fiscal health of  H B.      Review  medical and surgical  income and expense  reports  regularly  with  ED.      Oversee  delegated   s chedul ing and  approv al of   surgical appointments in HQ (shelter,  volume, public, PC, TNR, PIC, STM) , and  provide   support   to  staff  to ensure   clear   communications  occur with clients  via  phone ,  email  or online .      Participates in  professional   development and   t raining , keeping current  in  shelter and  veterinary medicine , Vermont State animal  welfare laws,   and animal welfare trends .      Consult with law enforcement  on cruelty  and neglect  reports , working  with  veterinarians to assist   as  needed.    

