
 
 

Job Description 

 
Title: PUPPY CO-ORDINATOR 

Salary: Starting salary £26,000 per annum (37.5 hrs) 

Purpose of job: To provide structured socialisation, training and 

maintain the health and welfare of the dogs in 

accordance with the objectives of the charity. 

Responsible to: Senior Puppy Co-Ordinator 

Specific duties: To assist the Training Department in the 

following areas: 

• Recruitment, evaluation and interview of 

perspective Puppy Socialisers and Holiday 

Cover Volunteers. 

• Supporting information days/training days for 

perspective and existing volunteers. 

• To support the Senior Puppy Co-Ordinator on 

sourcing and selecting puppies for intake 

into the charity. 

• To assist in the allocation and placement of 

puppies to Puppy Socialisers. 

• Provide structured socialisation and training 

for selected puppies between the ages of 8 

weeks to approximately 15 - 18 months. 

• Teaching monthly puppy classes. 

• To provide training, support and advice to 

Puppy Socialisers and Holiday Cover 

Volunteers though in-person visits.  

• Oversee and manage the health and 

welfare of the puppies in socialising. 

• To continually monitor puppies in the puppy 

programme by assessing their training and 

development to prepare them for entering 

advanced training. 

• Responding and identifying any behavioural 

concerns observed or highlighted by the 

Volunteer and creating a training plan and 

tracking their progress. 

• Liaising with the Senior Puppy Co-Ordinator 

to recommend the most appropriate times 



for neutering and completing their 

assessments. 

• To assess puppies and recommend change 

of career or withdrawal from the puppy 

programme, where necessary to your Senior 

Puppy Co-ordinator. 

• To contribute to the matching of clients and 

dogs in collaboration with the other Training 

Teams. 

• To collaborate with the Rehoming Team to 

support any puppies that have had to be 

rehomed. 

• To investigate complaints / accidents 

related to Puppy Socialisers and puppies 

and take appropriate action / make 

recommendations to the Senior Puppy Co-

Ordinator. 

• To maintain accurate training reports and 

ensure effective communication with 

external contacts, volunteers and other 

departments. 

• To liaise with the Fundraising Teams to 

encourage and support Puppy Socialisers, 

where appropriate to become involved in 

the fundraising and publicity work of the 

charity. 

• Support the Charity in its publicity and 

fundraising work. 

• Attending fundraising events which will 

involve flexible working hours (e.g. evenings 

/ weekends). 

• To share on call duties when required. 

• To maintain current and relevant knowledge 

around the good practice in puppy 

development and socialising. 

• To undertake ongoing professional 

development that the charity provides. 

• Any other tasks as agreed with your Senior 

Puppy Co-Ordinator. 

 

Essential qualities: • Previous puppy training experience in a 

professional capacity. 

• Previous experience of planning and 

teaching puppy classes. 

• Knowledge of puppy development. 

• Recognised qualification/accreditation in 

animal training. 



• Experience of training dogs at different life 

stages. 

• Experience of communicating with people 

through different approaches (e.g. emails, 

telephone call). 

• Good understanding on safeguarding and 

General Data Protection Regulation (GDPR). 

• The ability to work under pressure with 

minimum supervision. 

• To be able to prioritise work and use 

effective time management. 

• The ability to work as part of a Team. 

• Full clean driving licence. 

• Computer literate. 

 

Preferred 

qualifications/experience 

but not essential as full 

training will be provided: 

• Animal psychology and behavioural 

qualifications. 

• Disability awareness. 

• Previous experience of conducting 

behavioural assessments on dogs. 

 

 


