CLINIC COORDINATOR
Job Description
This position is the “hub of the wheel”; responsible for making sure all the pieces for coordinating a clinic are completed. You will be performing some of these duties, and delegating others. We strongly encourage a team approach!!  A notebook is available from the statewide coordinator detailing all of the duties. 

Clinic site duties:
· Secure location
· Serve as FCCO contact with facility

· Be on site during the clinic day to make sure volunteers are in the positions assigned and following FCCO procedures/ policies and to address situations as they arise with the support of FCCO staff.

· Arrange for garbage disposal

· Arrange for body disposal (in case a cat passes away due to humane euthanasia or anesthetic/surgical complication)

· Open building morning of clinic and close up at end of day

· Set up- have an idea of where the areas will be set up and how it will flow

· Clean up- make sure the facility is left cleaner than when we started
· Provide cell phone number or day of clinic contact number to FCCO Clinic Director

· Lunch-vegetarian potluck

Clinic site requirements:
· Minimum indoor space of 1000sq feet, the larger the space the better.
· Parking for mobile clinic (truck) near the building

· Heat 

· Restroom facility
· Warm running water, sink for autoclave station

· Parking for caregivers dropping off and picking up cats

· Parking for volunteers

· Ability to be on site from 7:30am until 8:00pm day of clinic
Scheduling clinic volunteers: Refer to volunteer scheduling guide

· Veterinarian, technician and minimum level of volunteer positions must be filled or the ability to hold a clinic will be in jeopardy.

· All volunteers must fill out a volunteer application, be assigned a job, read their job duty description, and sign the Volunteer Statement of Understanding.

Screening and scheduling cats/caregivers:

· Inform local community of upcoming FCCO clinic, press releases, ad in local newspaper, etc.

· Supply a contact phone number for caregivers to call.
· Screen the cats to ensure they qualify for our program.

· Inform the caregivers of FCCO policies and clinic instructions

· Mail out caregiver confirmation packets

Traps:
· Maintain inventory of traps at trap depots

· Report missing traps and traps in need of repair to trap depot coordinator.
· Assure that trap inventories, deposits, payments and paperwork are sent to the trap depot coordinator

· Maintain correct paperwork for trap use

Fundraising:

· Participate in fundraising to off set clinic expenses in your community.
Meetings:

· Attendance at the Annual Coordinator meeting is required. 

Qualifications:
· Ability to work in a team environment and also independently

· Ability to delegate and follow through

· Supports the mission of FCCO

Work environment:

· Home

· Clinic site

Time commitment:

· One year for role of clinic coordinator

· This position requires a varying amount of time during the year depending on how many and which pieces of the coordination you are doing. It will also vary depending on the number of clinics you are responsible for per year.
Organizational support:

· Each city is entitled to $50 reimbursement per clinic, the items that are considered reimbursable are copies, long distance phone charges, stationary, postage, specific supplies i.e. plastic sheeting, water.

Reports to:

· Clinic Director

· Statewide Coordinator

Expectations:

· Follow FCCO policies and guidelines

· Respect FCCO staff, BOD and fellow volunteers

· Contact Statewide coordinator or Clinic Director if any problems arise

· To hold the scheduled clinic, cancellations will not be considered with less than a 4 month notice.
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