[image: ]

Client Service Representative – Veterinary Clinic


We are looking for an ambitious and compassionate Client Services Representative to join our team at our veterinary clinic. As the first point of contact for every visitor to the Pennsylvania SPCA, you will be the welcoming voice and face of the organization, guiding clients through each visit and phone call with accurate information, genuine care, and a calm, professional touch. The ideal candidate thrives in a fast-paced environment and is eager to grow with a mission-driven organization that offers real opportunities for advancement.

Key Responsibilities
· Serve as the welcoming first point of contact at the front desk — the entry point for all visitors to the Pennsylvania SPCA — providing courteous, professional, and compassionate service in person and by phone.
· Check in clients for surgical appointments and the veterinary clinic, registering new clients and accurately entering and verifying client and patient information in Provet.
· Identify patients who may need triage, recognizing emergent cases and referring them to emergency care when they fall beyond the clinic's scope.
· Schedule appointments, including surgery appointments, and communicate pre-surgical requirements to clients.
· Check in clients for vaccine clinic, applying an understanding of vaccine schedules for puppies, kittens, and adult animals according to established policies and protocols.
· Check out clients, confirming all charges have been entered by medical staff, processing payments, and reconciling the cash drawer at the end of the day.
· Discharge surgery patients, safely handling animals — including placing cats in carriers and walking dogs on leash — while reading animal behavior and body language to help ensure the safety of patients, clients, and staff.
· Review post-operative care instructions with clients at discharge, including how to administer pain medication.
· Check in clients for end-of-life services, compassionately discussing how the procedure will be handled along with cremation and memorial product options.
· Respond to client inquiries by email in a timely, professional manner.
· Provide accurate general information about other areas of the organization — including adoptions, pet surrender, lost and found, and Animal Law Enforcement — since all visitors enter through the front desk.
· Deliver excellent customer service with an understanding that clients are often anxious or emotional about their pet's health, and handle every interaction with patience and compassion.


EDUCATION/EXPERIENCE and QUALIFICATIONS REQUIRED 
· Experience in a veterinary or customer service setting a plus — we are willing to train the right candidate!
· Strong communication and interpersonal skills.
· Detail-oriented with excellent organizational abilities.
· Ability to work in a fast-paced environment while maintaining focus on client and patient care.
· Comfortable handling cash and sensitive client financial conversations with tact and compassion.
· Comfortable and safe handling animals, including those with unknown or challenging temperaments.
· Bilingual a plus.

If you are passionate about client service and animal welfare, and want to be part of a team making a difference, please submit your resume and cover letter to pkavanagh@pspca.org. We look forward to hearing from you!
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INTRODUCTORY ASSESSMENT PERIOD The introductory assessment period runs from the date of hire for sixty days thereafter. For employment in any position with the Pennsylvania SPCA, this introductory assessment period is the period during which the specifics of the job are learned. 
EMPLOYMENT There is no minimum period of employment guaranteed or implied by acceptance of an employment offer. It is the policy of Pennsylvania SPCA that even exempt positions are governed by the needs of the agency, which means that employment is for no specified term and either the Pennsylvania SPCA or the employee, may terminate that employment at any time. The Chief Executive Officer has final authority over these decisions and determinations.
THE PENNSYLVANIA SOCIETY FOR THE PREVENTION OF CRUELTY TO ANIMALS
image1.PNG
PENNSYLVANIA 350 E. Erie Avenue

Philadelphia, PA 19134
(215) 426-6300

‘The Advocate for Animals www.pspca.org





