
Alley Cat Advocates 

Job Description 

 

Position Title: Operations Director 

Reports to: Executive Director 

Location: 536 Eastern Parkway, Louisville, KY 

FLSA status: Exempt, full-time 

Position available: Immediately 

Salary: Commensurate with experience 
 

About Alley Cat Advocates:  

Alley Cat Advocates provides for the humane treatment of unowned cats in Kentuckiana by 

directing a Trap-Neuter-Return (TNR) program in the safest, most efficient and cost effective 

way possible.  The organization receives over 5,000 calls, and provides spay or neuter services to 

over 4,000 unowned cats each year.  Since 1999, the organization has provided services to over 

35,000 community cats - changing the culture of our community and dramatically reducing 

community cat overpopulation. 

 

Position Summary:  

In this challenging and rewarding position, you will leverage your project management and 

leadership expertise to assist the Executive Director in developing strategic direction of daily 

activities, ensuring efficient operations, creating an innovative, productive and enjoyable 

environment for staff and volunteers, and making Louisville the safest city in the country for 

community cats. 

 

Essential Duties: 

� Understand the mission of the organization. 

� Assure efficient, timely response to caretakers’ request for assistance, managing the flow 

of cats through the process including: 

o Providing quick response to caretakers who reach out for assistance 

o Creating a plan of action for each colony and implementing it in a timely fashion 

o Keeping track of status colonies and caretakers 

o Scheduling spay/neuter appointments for caretakers 

o Working with clinic staff to ensure smooth operations 

o Delegating actual TNR work to caretakers, staff and/or volunteers as appropriate 

� Lead daily activities of the team to ensure that all work is completed per scheduled 

deadlines with attention to quality standards, priorities and overall goals. 

� Track various productivity and performance indicators to ensure that established levels 

are achieved, especially during critical activity periods. 

� Build an effective, trained core of staff and volunteers. 

� Handle special projects involve supporting work related to various strategic initiatives 

such as improving access, improving satisfaction, and implementing new systems. 

� Other duties as assigned 

 

Required 

 

Education 

� Undergraduate degree or strong applicable experience 

 

Experience 
� Minimum 5 years of management experience 



� Minimum 3 years of team leadership experience, including recruiting, training 

and supervising paid staff and/or volunteers 

 

Skills 

� Excellent customer service skills 

� Superior written and verbal skills  

� Excellent organizational skills, including careful attention to detail 

� Strong collaboration and interpersonal skills including ability to work 

independently as well as in a team environment 

� Strong leadership skills with the ability to respond to changing conditions quickly 

� Strong time management skills, including the ability to handle multiple tasks 

simultaneously 

� Proficiency with computer and web technology, including email, web 

applications, Microsoft Office, and a variety of computer software 

 

Preferred  

� Experience in Trap-Neuter-Return, high volume spay/neuter clinic, or open admission 

shelter 

� Experience implementing best practices to ensure service level excellence, both in 

quantity of customers served as well as the quality of their interactions with the 

organization 

� Experience managing and scaling a call center, service organization or scheduling center   

� Experience scheduling and taking complex, sensitive scheduling calls 

 

Additional Information 

� Work week includes Saturday, some flexibility needed for occasional evening meetings. 

� Some limited local travel required.  

� Must occasionally lift and move up to 35 pounds 

� Must be self-guided individual able to work with minimal supervision 

 

Benefits 

� 10 days paid Vacation Leave per year 

� 12 days paid Sick Leave per year 

� 6 days paid Holiday Leave per year 

 
 


