Humane Alliance

Transport Coordinator Job Description


Job Description
Job Title:                        Transport Personnel
Job Relationships:          Reports to executive director
Job Summary:                Responsible for transport of animals between shelters and the clinic, including scheduling of transportation and maintenance of vehicle.
Responsibilities:
General Transporting:
1.  Schedule pick-up and delivery by the month; accommodate groups with regard to day and time, if possible.
2.  Be punctual in pick-ups; if unavoidably late, advise by phone.
3.  Be careful and gentle with animals in loading and unloading.
4.  Make sure all animals are in crates and crates are closed.
5.  Secure all crates in back of transport vehicle.
6.  Call the clinic with an animal count at completion of pick-up.
7.  Make sure all animals are on return delivery; do a roll call with name of each animal. 
8.  Drive defensively with care and caution; observe speed limits and all good driving rules. 
Vehicle Care:
1.  Clean and sanitize the animal compartment of vehicle each day.
2.  Clean the exterior and driver compartment of vehicle on a regular basis.
3.  Keep up maintenance of the vehicle on a regular basis; breakdowns jeopardize the animals and cause unnecessary delays.
 

