
Rescue Village Birthday Party Coordinator 

Job Type:       Employee, non-exempt 

Job Status:     Part-time, 4-16 hours/month 

Reports to:     Humane Educator 

Overall Responsibilities:  This individual will operate as an educational liaison to conduct and 

lead our birthday parties on the weekends and an occasional evening. The successful candidate 

will present Rescue Village designed curricula and hands-on experiences for children aged 3-12 

along with their parents/guardians. Candidate must be passionate about animals and be able to 

convey age appropriate knowledge and enthusiasm. 

Primary Duties: 

Administrative/Preparatory:  (25%) 

 Communicate, primarily via e-mail, as main contact person for registration and 

informational birthday inquiries 

 Schedule, confirm, and finalize all birthday party registration requirements and menu 

requests with clients/renters 

 Collect payment for all applicable fees: registration rental, menu items, etc. and process 

in our data management system 

 Coordinate with shelter staff on available animal interaction needs 

 Retain records and submit reports to Humane Education Coordinator 

 Collaborate with all RV staff to ensure excellence while consistently improving RV 

curricula and programs 

Educator: (75%) 

 Lead RV Birthday Party program directed towards children and adults of varying ages 

 Greet parents/guardians at the main entrance and assist with additional set-up  

 Assure the Community Room and supplies are clean prior to event 

 Conduct and lead a guided tour of appropriate indoor/outdoor areas during all seasons 

and weather conditions 

 Set-up room to match layout designed by birthday party parent/guardian 

 Decorate for the party based upon parent/guardian desired criteria 

 Assist birthday party parent/guardian as needed during the rental time frame 

 Handling of kid-friendly animal(s) in appropriate/safe manners with introductions to 

guests 

 Comprehend and enforce all RV policies and procedures 

 Ensure a positive visitor experience by engaging all participants by displaying a 

friendly/helpful demeanor 

 Break-down and cleaning of all equipment, supplies, and layout of Community Room 

 



Position Requirements: 

 Minimum two-year degree or equivalent experience 

 Minimum one year of experience in elementary-level education or professional childcare  

or equivalent experience 

 Preferred: CPR and First Aid certified 

 Possess enthusiasm for and a basic knowledge of the natural world, including animals 

 Ability to handle live animals such as dogs, puppies, cats, kittens, and others 

 Ability to take initiative, lead and interact with groups of children as well as adults 

 Excellent interpersonal skills assisting a variety of personalities and the ability to engage  

the public and staff with tact, courtesy, and diplomacy 

 Excellent verbal communication skills 

 Ability to work independently and with other staff and volunteers 

 Flexibility in scheduling which includes weekends and an occasional evening 

 Enthusiasm, poise, flexibility, dependability, outgoing, good sense of humor, and positive 

attitude 

 Commitment to Rescue Village mission, principles and values 

Compensation:  $75 per Birthday Party (including all internal communication and preliminary 

preparation necessary) 

To apply:  Submit cover letter and resume via email to:  education@rescuevillage.org.  Please 

include job title in the subject line.  No phone calls, please. 

Deadline for application:  Until filled 

Rescue Village is an Equal Opportunity Employer 

 


