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Best Friends Fur Ever provides full service dog care to our clients.  We provide daycare, overnight care, training, 

and home care as a part of our services to our canine best friends.  As a part of your career development with Best 

Friends Fur Ever, you will learn much about dog behavior, dog body language and pack behavior, safe handling 

protocol. We offer a very friendly, welcoming, work environment and a strong camaraderie amongst the staff and 

awesome career opportunities for our employees.   

We employ dependable, friendly, and loyal individuals with a positive attitude, excellent work ethic, willingness to 

roll up the sleeves and get dirty (really dirty!), experienced in dog handling, and a genuine love of dogs.  

Summary 

The General Manager manages all facets of the BFFE Facility, including facility management, 

personnel scheduling, human resources and payroll management, client relations, dog care 

management, and public relations.  Manages BFFE Joppa and Cockeysville Facilities by 

performing the following duties personally or through subordinate supervisors.   

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

• Sets standards for and monitors conduct of all employees to ensure that humane 
philosophy is projected to public and implemented in care of animals.

• Develops work plans and assigns priorities for organizational units.

• Monitors and participates in collection efforts on outstanding balances
• Reviews BFFE policies, practices, and procedures to ensure efficient and economical 

use of resources.

• Maintain and update the website with relevant information

• Maintain employee records

• Assist in Developing weekly schedule and work goals for all employees

• Update time off, absences, vacation and personal time records to reflect in payroll

• Conduct periodic audits of various areas to ensure adherence to protocol (cleaning, 
training, grooming, overnight care, etc.)

• Recommends to Directors policy and personnel changes and budget expenditures.

• Answers mail and maintains file of documents such as disciplinary actions, evaluations, 
injuries both staff and dog.

Delivers lectures, prepares materials for staff meetings and learning opportunities, and 
prepares and publishes brochures, flyers and informational leaflets.  



Supervisory Responsibilities 

Manages six subordinate supervisors who supervise a total of 50-60 employees in the Facility 

Management, Dog Training Departments and Grooming Departments. Is responsible for the 

overall direction, coordination, and evaluation of these units. Carries out supervisory 

responsibilities in accordance with the organization's policies and applicable laws. 

Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 

directing work; appraising performance; rewarding and disciplining employees; addressing 

complaints and resolving problems. 

Competencies  

To perform the job successfully, an individual should demonstrate the following competencies: 

Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn and 

apply new skills; keeps abreast of current developments; requires minimal supervision; displays 

understanding of how job relates to others; uses resources effectively. 

Project Management - Develops project plans; coordinates projects; communicates changes and 

progress; completes projects on time and budget; manages project team activities. 

Communications - Expresses ideas and thoughts verbally; expresses ideas and thoughts in 

written form; exhibits good listening and comprehension; keeps others adequately informed; 

selects and uses appropriate communication methods. 

Customer Service - Manages difficult or emotional customer situations; responds promptly to 

customer needs; solicits customer feedback to improve service ; responds to requests for service 

and assistance; meets commitments. 

Teamwork - Balances team and individual responsibilities; exhibits objectivity and openness to 

others' views; gives and welcomes feedback; contributes to building a positive team spirit; puts 

success of team above own interests; able to build morale and group commitments to goals and 

objectives; supports everyone's efforts to succeed. 

Managing People - Includes staff in planning, decision-making, facilitating and process 

improvement; takes responsibility for subordinates' activities; makes self available to staff; 

provides regular performance feedback; develops subordinates' skills and encourages growth; 

solicits and applies customer feedback (internal and external); fosters quality focus in others; 

improves processes, products and services.; continually works to improve supervisory skills. 

Quality Management - Looks for ways to improve and promote quality; demonstrates accuracy 

and thoroughness. 

Business Acumen - Understands business implications of decisions; displays orientation to 

profitability; demonstrates knowledge of market and competition; aligns work with strategic 

goals. 

Recruitment & Staffing - Utilizes recruitment sources; exhibits sound interviewing skills; 

presents positive, realistic view of the organization; analyzes and forecasts staffing needs; 

makes quality hiring decisions. 



Organizational Support - Follows policies and procedures; completes administrative tasks 

correctly and on time; supports organization's goals and values; benefits organization through 

outside activities; supports affirmative action and respects diversity. 

Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for 

additional resources; sets goals and objectives; organizes or schedules other people and their 

tasks; develops realistic action plans. 

Safety and Security - Observes safety and security procedures; determines appropriate action 

beyond guidelines; reports potentially unsafe conditions ; uses equipment and materials 

properly. 

Qualifications To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the knowledge, 

skill, and/or ability required. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

Education and/or Experience 

Bachelor's degree from four-year college or university; or one to two years related experience 

and/or training; or equivalent combination of education and experience. 

Language Skills 

Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, or governmental regulations.  Ability to write reports, business 

correspondence, and procedure manuals.  Ability to effectively present information and respond 

to questions from groups of managers, clients, customers, and the general public. 

Mathematical Skills 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and 

geometry. 

Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists. Ability to interpret a variety of instructions furnished 

in written, oral, diagram, or schedule form. 

Computer Skills 

To perform this job successfully, an individual should have knowledge of Atlantis and Gingrr 

Database software; Bamboo Hr Human Resource systems; Nimble Schedule and Paychex 

Payroll systems; Excel Spreadsheet software and Word Word Processing software. 

Physical Demands The physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this Job, the employee is regularly required to use hands to 

finger, handle, or feel; talk or hear and taste or smell.  The employee is frequently required to 



walk and reach with hands and arms.  The employee is occasionally required to stand; sit; climb 

or balance and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move 

up to 50 pounds.  Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception and ability to adjust focus. 

Work Environment The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this Job, the employee is frequently exposed to wet and/or 

humid conditions and outside weather conditions. The employee is occasionally exposed to 

fumes or airborne particles; extreme cold and extreme heat. The noise level in the work 

environment is usually loud. 

 I, ______________________________________, have had the opportunity to read Best 

Friends Fur Ever General Manager Job Description and understand and agree to the 

expectations of Best Friends Fur Ever.  




