
 POSITION DESCRIPTION 

Reports to Job title Clinic Director

Opens     June 12,2026 Closes
July 15, 2026

*Note: may change depending on applicants

Term Rate Range $20,800 - $29,120 annually
($10 - $14/hr)

Cilinic Administrative 
Coordinator

 Full-time
Non-Exempt

Job Purpose 

The Clinic Administrative Coordinator serves as the primary point of contact for clients,
volunteers, and community members while supporting the daily operations of Saipan Humane
Society’s veterinary clinic. This position plays a key role in ensuring an organized, welcoming,
and efficient clinic environment through management of client communications, scheduling,
volunteer coordination, and other programs. The position helps connect pets and people with
needed services while supporting SHS’s mission of improving animal welfare through access
to animal healthcare.

About the Organization 

Saipan Humane Society is a non-profit animal health clinic serving the Commonwealth of the
Northern Mariana Islands (CNMI). Our mission is to improve animal welfare through access to
animal healthcare. SHS operates an access-to-care clinic providing preventive care, sick pet
services, and surgery to community pets. Since opening in 2023, SHS has provided care to
thousands of animals and has become a critical safety net for pets and pet owners
throughout the CNMI.

Duties and responsibilities 

Greet and assist clients in a professional and compassionate manner
Manage patient check-in and check-out processes
Assist with scheduling and confirmation of appointments
Assist with answering and routing phone calls, emails, and social media inquiries
Process payments and issue receipts
Perform daily cash reconciliation and deposit preparation
Coordinate health certificate and FAVN testing paperwork

Client Services & Front Desk Operations

Mission: Improving animal welfare through access to animal healthcare in the CNMI.



Qualifications

High school diploma required
Associate degree preferred

Maintain a clean, organized reception and waiting area
Support daily sanitation protocols as needed
Organize and maintain supply closet and pet food pantry
Assist with inventory for donated items as-needed

Facility Organization & Sanitation

Assist with volunteer/intern onboarding and serve as primary contact
Maintain waivers and required documentation
Coordinate volunteer/intern schedules
Maintain and provide volunteer hour records upon request

Volunteer & Intern Coordination

Note: Other duties may be assigned as necessary

Education

Customer service or administrative experience preferred
Experience

Strong communication and organization skills
Proficiency with Microsoft Office, Google Workspace, and basic data antry systems
Ability to work independently and manage multiple priorities

Skills

Compassion for animals 
Adaptability to changing circumstances
Collaborative team player

Personal Attributes

Physical Requirements 

Occasional lifting or moving of heavy material and supplies

Equal Opportunity

Saipan Humane Society is an equal opportunity employer. This position description is designed 
to outline general duties and responsibilities. It is not intended to be an exhaustive list of all 
tasks or expectations. 



Applicants must submit:

Cover Letter
Resume or CV
Three letters of recommendation, including one from a direct supervisor at most
recent place of employment.

Please include recommenders email and phone number

Send these in one email to Lauren@saipanhumanesociety.org

Thank you!
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