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POSITION SUMMARY 
GANANOQUE & DISTRICT HUMANE SOCIETY 

VETERINARY ASSISTANT 

 
POSITION NUMBER: GDHS-20210301 
POSITION TITLE: Veterinary Assistant 
EMPLOYMENT TYPE: Casual 
LOCATION: Gananoque, ON, CANADA 
SALARY: $14.50/Hour 
HOURS PER WEEK: 30, 4 days per week, assigned days may vary and include weekends 
LENGTH OF TERM: 6 months, with possibility to renew 
SHIFT: Daytime 
NUMBER OF POSITIONS: 1 
DATE POSTED: March 14, 2021 

 
 
ABOUT THE GANANOQUE & DISTRICT HUMANE SOCIETY (GDHS) 
The Gananoque & District Humane Society (GDHS) is an all-volunteer run, no kill animal shelter that 
takes in abandoned or surrendered animals, provides them with medical care and attempts to find 
them forever homes. Every animal that enters GDHS is quarantined, assessed and examined by a vet 
(if necessary) and spayed or neutered, microchipped and given vaccinations prior to being available 
for adoption. We do not receive guaranteed funding from any source. 
 
JOB SUMMARY 
Reporting to the Board of Directors, the VETERINARY ASSISTANT will perform a wide array of duties in 
support of GDHS with a focus on animal care. The incumbent is responsible for the evaluation of 
incoming and current animals at GDHS, animal care, feeding animals, cleaning cages and shelter, 
administering medication, adoption processing, answering phone, medical care, database entries, 
communications with the public, staff, volunteers, and additional duties as they arise. 
 
KEY RESPONSIBILITIES  
1. Greet the public when they arrive at the shelter, determine the purpose of their visit and respond 

accordingly.  
2. Administer emails on the GDHS email platform which includes responding or directing emails to 

the appropriate individual.  
3. Ensure that any received mail (postage) is directed to the appropriate location.  
4. Answer and return phone calls, or redirect to the appropriate individual for a response.  
5. Help direct volunteers if they have questions about procedures or need direction.  
6. Train volunteers on procedures within the shelter. 
7. Maintain office files and ensure documents are filed in the appropriate location.  
8. Receive applications for those wishing to adopt and contact references on those applications to 

determine if the potential adopter will be approved.  
9. Perform virtual appointments (Zoom Calls) to help the adopters choose an appropriate animal. 
10. Review medical records with adopters. 
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11. Process adoption paperwork, setup and perform adoption appointment, and prepare the animal 
being picked up on the day of the adoption. 

12. Perform PetPoint entries from surrender forms, medical updates including intakes, assessment, 
medical treatments, vaccinations, spay/neuters, adoptions, and memos.  

13. Ensure accuracy by comparing the health records to PetPoint at all times and every time a new 
entry to the health record is done - confirm that everything is accurate on an ongoing basis.  

14. Cleaning of facility and cages: Cleaning the facility and ensuring it remains in a sanitary and 
attractive condition. Clean and sterilize the animal enclosures in order to prevent the spread of 
communicable diseases and provide a pleasant living environment for the shelter residents.  

15. Feed and give water to the animals under care, ensuring that the dietary instructions provided by 
the vet are followed.  

16. Administer any medications and/or vaccinations that the vet has prescribed. 
17. Assess the health of the animals and contact the Vet if necessary and/or take the animal to the 

vet. 
18. Undertake other duties as necessary in support of GDHS.  
 
REQUIRED BACKGROUD 

• Veterinary Assistant Certification by an accredited college. 

• Knowledge and experience using PetPoint data management system is a strong asset. 

• Consideration will be given to an equivalent combination of education and experience. 
 
SPECIAL SKILLS 
• Ability to evaluate the animals within the parameters of their certifications. 
• Strong interpersonal and communications (verbal and written) skills; ability to communicate 

efficiently and professionally with clients on behalf of the employer. 
• Teamwork: ability to solve conflicts and complete other activities that involve teamwork. 
• Ability to focus even under pressure and with frequent interruptions.  
• Writing, editing, and proofreading skills.  
• Attention to detail and accuracy.  
• Organizational and time-management skills.  
• Office and computer skills including knowledge of word, spreadsheet, and database software 

(Microsoft Office Word, Excel, and PetPoint). 
• Sound judgment; proven ability to work independently and as a team member; ability to work 

within, and adjust to, shifting timelines and workload. 
  

DECISION MAKING:  

• Animal care decisions. 

• Prioritize working tasks and time.  

• Decide how to distribute information, what method to use, and who to send it to.  

• Respond to general inquiries, providing reasonable answers, or a means to find an answer if 
necessary.  

• Redirect problems to supervisor as necessary.  
 
If interested please email your cover letter and resume to: GananoqueHumane@gmail.com 


