
 
APL Shelter Certified Veterinary Technician 

 
 
JOB TITLE:  Licensed Certified Veterinary Technician - Shelter 
FLSA STATUS:  Non-Exempt  
REPORTS TO: Adoption Center Manager / Shelter Veterinarian 
SUPERVISES: N/A  

 
 
Job Summary:  
The Shelter Certified Veterinary Technician is responsible for assisting and supporting the 
Shelter Veterinarian in examining, handling, and treating patients. The technician will oversee 
daily care of all sick animals and do a daily check on all shelter animals to observe health and 
body condition with findings reported to the Shelter Veterinarian. They will be responsible for 
maintaining an inventory of all shelter medical supplies and medications, and ordering any 
necessary items in a timely and cost effective manner. They will also communicate clearly and 
be able provide client services and education to the public, fosters, and staff. The technician will 
also maintain and establish ongoing training for staff. 
 
ESSENTIAL FUNCTIONS OF THE JOB: 
1. Assist veterinarian in examining, handling, and treating patients. 
2. Perform daily rounds to monitor health and behavior of all shelter animals and report 

findings to the veterinarian. 
3. Provide treatments, vaccinations, testing, and medications to sick and injured animals as 

directed by the veterinarian.  
4. Assist with intake procedures of animals including vaccinations and general health 

assessments, and notify the veterinarian of those animals in need of medical attention. 
5. Perform venipuncture, collect free catch urine, and collect fecal matter for diagnostic 

laboratory tests. 
6. Run diagnostic laboratory tests. Communicate all findings to veterinarian. 
7. Maintain patient records by accurately recording treatments and other test results on patient 

charts and other medical records. 
8. Perform dental scaling and polishing under supervision of the veterinarian. 
9. Monitor anesthesia for patients as needed. 
10. Assist veterinarians in surgery as needed. 
11. Take accurate medical histories for surgical or medical rechecks. 
12. Maintain all necessary drug logs and patient records . 
13. Track and report all costs for offsite veterinary laboratory services. 
14. Learn animal behavior and apply to handle all animals humanely, properly, and with 

compassion. 
15. Ensure all email, text requests, and voicemails are responded to in a timely manner (within 

24 hours for non-emergency, within 1 hour for emergency). 
16. Field general inquiries and serve as an education resource for the staff, volunteers, and public 

in a calm, courteous manner. 



17. Report any client or employee problems to Adoption Center Manager. 
18. Keep Shelter Manager informed on a regular basis of work progress and any issues that may 

need to be addressed.  
19. Foster an open and friendly atmosphere between all staff, volunteers, and public 
20. Train other staff or volunteers as required. 
21. Actively promote spay and neuter, and educate clients on responsible animal ownership. 
22. In conjunction with management, help write, edit, or review medical SOP’s on a routine 

basis. 
23. Perform all Animal Care Attendant duties as required. 
24. Reply to customer inquiries in an empathetic, courteous, efficient, and professional manner 

while providing a high level of personalized customer service. 
25. Maintain shelter database management in compliance with organization procedures. 
26. Present a friendly, professional appearance to the public at all times. 
27. Maintain an accurate inventory of shelter medical supplies and medicine. 
28. Order medical supplies and medicines when needed to ensure that items are on hand and 

ordered in the most cost saving way possible. 
29. Safely handle dogs and cats and learn characteristics of animal behavior. 
30. Be proficient at animal restraint for various procedures. 
31. Work low-cost vaccine clinics and other events as requested by management. 
32. Assist Animal Intake and Foster Care Coordinator with appointments as needed. 
33. Maintain “Animals To Be Seen” Trello Board. 
34. Keep track of and schedule animals for special surgeries, veterinary rechecks, radiograph 

appointments, and exams. 
35. Manage ringworm protocol including treatment, diagnostics, and quarantine of suspected 

animals. 
36. Oversee veterinary treatment of shelter animals by animal care staff and foster parents. 
37. Clearly communicate treatment plans to staff and volunteers as needed. 
38. Provide medical information for and fill prescriptions for adopters/fosters as needed. 
39. Assist during euthanasia as needed. 
40. Promote a positive work environment at all times. 
41. Other duties as assigned. 
 
 
ADDITIONAL DUTIES AND RESPONSIBILITIES: 

■ Make sure exam room and lab area is well organized, clutter free and clean on a daily 
basis 

■ Make sure storage areas are well organized, clutter free, and clean 
■ Go through donated medical supplies and work with veterinarians to see what can be 

used  
■ Participate in management meetings, committees, special projects and board meetings as 

required 
■ Maintain any medical equipment and perform necessary maintenance or upkeep 

 
 
PHYSICAL REQUIREMENTS AND ABILITIES: 

· Must be able to bend, stoop, reach and lift from the ground up 



· Must be able to lift 40 pounds without assistance  
· Must be able to stand or sit for long periods of time 
· Must be able to go up and down stairs 
· Must be able to work in small spaces 
· Must be able to follow specific and detailed medical orders when they are given 
· Must have advanced knowledge of dog and cat handling and behaviors 
· Must have no allergies to animals 
· Must be able to work in a loud environment 
· Must be able to talk clearly and communicate well to the public, staff, and volunteers 
· Must work comfortably in a fast-paced, performance-based environment without 

appearing stressed 
· Must have exceptional organizational ability 
· Must have good attention to detail 
· Must be able to clearly communicate basic veterinary concepts to owners and be able to 

repeat information relayed by a veterinarian 
· Must be able to work in a high stress environment on a daily basis 
· Ability to work in a group as well as independently 
· Ability to carry out several tasks at the same time 
· Able to use a computer and be familiar with basic programs including word and excel 

 
EDUCATION/LICENSES/CERTIFICATIONS: 
High School Diploma or equivalent.  Illinois Veterinary Technician License.  
Valid driver's license. 
 
MINIMUM EXPERIENCE: 
Technician must have experience and knowledge caring for and handling animals in a safe, 
effective and humane manner. They must have knowledge of the following: current shelter 
equipment maintenance, accepted sanitary practices, knowledge and familiarity with clinical 
signs of illness in cats and dogs, knowledge of preventative, diagnostic, and therapeutic 
veterinary treatment of domestic animals. Must be able to vaccinate, restrain, perform 
venipuncture, and medicate animals.  
 


