
Oshkosh Area Humane Society 
Cat Adoption Counselor Job Description 

 
Title:  Cat Adoption Counselor 
Classification:  Full-Time or Part-Time; Hourly 
Reports to:  Cat Adoption Manager 
 
Job Summary: 
The Cat Adoption Counselor will work with staff in the daily operation with regard to public areas of the 
shelter in accordance with directives and guidelines set down by the Executive Director and the OAHS Board of 
Directors.  They will help to provide a clean, healthy, humane environment for animal residents for as long as 
they may be in the care of OAHS.  Cat Adoption Counselors will assist the public in finding the right matched 
pet in accordance with guidelines set down by the Executive Director, Board of Directors and specific 
department. 
 
Principal Duties and Responsibilities: 
1. Review all medical/behavioral paperwork for each cat being moved onto the adoption floor. Get 
familiar with their history and what type of home would be best suited for them. 
2. Ensure that the adoption area is clean and ready for public visits. 
3. Stand, greet and direct all visitors in a courteous and professional manner. 
4. Work with potential adopters to find an appropriate matched cat for both their home and lifestyle 
while utilizing our matchmaking guidelines. 
5. Review cats' paperwork with potential adopters and explain all necessary information regarding the 
cat. 
6. Accept and review adoption applications. Give appropriate handouts to potential adopters when they 
are submitting their application and review handouts with them before they leave. 
7. Review and discuss all adoption applications with the rest of the cat adoptions team. 
8. Call approved adopters, go over fees, and schedule their cat adoption session. 
9. Continually observe all cat behavior and health while on the adoption floor. Submit a Health Request 
form to the appropriate department if necessary. 
10. Conduct adoption sessions to new adopters and educate on proper home introductions, introductions 
to other pets, litterboxes, scratching and food/nutrition. This involves a public speaking element that typically 
lasts 45-60 minutes. Adoption sessions are performed 3 times per week on average. 
11. Act as a resource for cat and small mammal behavior questions posed by the general public. 
12. Perform daily closing duties as needed. 
13. Maintain a positive attitude of responsible work ethic as well as respect and compassion to all living 
things (animals and people). 
14. Work with other departments/co-workers to ensure that we are fulfilling our mission statement at all 
times to the best of our ability. 
15. Perform both internal and public nail trims on a daily basis. Apply plastic "nail caps" as requested. 
Public nail trims/caps are performed daily for 10-15 cats minimum (done by appointment). This involves 
utilizing fear free techniques and using restraint as necessary. 
16. Educate the general public on proper cat care, behavior, etc. as needed (via email, in person, over 
phone, etc.). 
17. Perform litter box scooping, feeding, light cleaning, and administer medications to cats as needed. 
18. Attend meetings, seminars and workshops for continuing education and self-improvement. 
19. Answer and direct phone calls to necessary department. Schedule nail trim appointments via phone. 
 



Qualifications 
1. High school diploma or equivalent 
2. Valid Wisconsin Driver’s license 
3. Ability to lift 30lbs unassisted 
4. Must be comfortable talking to and informing people in both individual and group settings.  
5. Must embrace the core values, mission and policies of the Oshkosh Area Humane Society  
6. Mature judgement and the ability to work with and communicate effectively with the public, 

shelter staff, and volunteers in a courteous and professional manner. 
7. Neat appearance and positive attitude 
8. Ability to learn and understand animal behavior and fear-free animal handling skills. 
9. Capable of handling high-pressure situations in a professional, calm manner while in a fast-paced 

environment. 
10. Ability to learn necessary computer programs to assist in listing available cats (including pictures 

and bio's) on shelter website and other adoption website(s). 
11. Must be open and willing to receive constructive criticism as it relates to job performance. 
12. Prior experience working with cats in a shelter or veterinary clinic environment is a plus. 

 
Account of Measurability 
The person selected to fill this position will be evaluated by her/his ability to perform duties and 
responsibilities described in the Cat Adoption Counselors job description. 
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