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Job description and personal specification 
Keep Your Pet Organiser
	 
Location 
	St Edmund’s House, Margaret Street, York, YO10 4UX 
And working in the community
	  
Reports to 
	 Bev Dowdy
Keep Your Pet Manager

	  
Hours 
	  7

	  
Working pattern 
	Worked flexibly to meet the needs of the service. Occasional work may be required in evenings and weekends. Working arrangements to be agreed with Keep Your Pet Manager.
 

	  
Contract term 
	Until 31st March 2029– with potential to extend

	  
Type of role 
	Fixed-term 


	  
Direct reports 
	 N/A

	  
Role last updates 
	  
09/07/2026



 
	 
Salary 
	£12.71 per hour

	 
Holidays  
	 
5 weeks and 1 day 


 
Context: 
Age UK York is a local charity which exists to support the older people of York, their families and carers. Together, our team provide a wide range of services which make a valuable difference to the needs and lives of older people across the city.  
Age UK York is committed to diversity, equality and inclusion. Through our recruitment we want to build a diverse workforce, one that represents the communities we exist to help and brings a variety of perspectives so together we are best able to support older people in York. 
Through a wonderful team of staff, volunteers and supporters Age UK York has been supporting older people in York for 50 years and counting and exists to continue to be there when needed. 

Purpose of the role: 
The Keep Your Pet (KYP) service provides practical support to older and vulnerable people who may be struggling to care for their pets due to illness, reduced mobility, hospital appointments, or crisis situations. The service helps people maintain the important bond with their pets and supports them to remain independent by coordinating volunteer-led pet support, including dog walking and pet care.
The KYP Organiser will support the continued growth and effective delivery of the service by registering new clients, increasing awareness of the service within the community, and help build client numbers.
The role involves carrying out home visits to register new clients, monitor ongoing support arrangements, and ensure services are meeting clients’ needs. The postholder will maintain regular contact with clients and volunteers, to help to resolve any issues or concerns that arise
Working closely with the Service Manager, the KYP Organiser will help coordinate and support the day-to-day running of the service, ensuring clients receive a high standard of support and that the service continues to operate effectively within the community.

Responsibilities 
· Register new clients to the Keep Your Pet service through community engagement, home visits, and assessments. 
· Support the promotion, development, and growth of the service within the local community. To increase client numbers
· Conduct regular follow-up visits and welfare checks to ensure support arrangements continue to meet client needs.
· Liaise with clients and volunteers to coordinate pet care support, including dog walking and other agreed assistance.
· Support clients to access other services where required
· Introduce match between client and volunteer where the volunteer is willing to provide social contact where this will be beneficial to the client.
· Build positive working relationships with clients, volunteers, carers, and professionals involved in supporting the client.
· Maintain accurate, confidential, and up-to-date records in line with GDPR and organisational policies and report any concerns to the KYP manager.
· Undertake general administrative duties as required to support the smooth running of the service.
 
Person Specification 
	Category 
	Essential 
	Desirable 

	1. Education, qualifications and training 
	· Good IT skills, including using Microsoft Word, Outlook, Excel. As well as confidence using other software or applications such as  Zoom, and MS Teams.
	

	2. Knowledge and skills 
 
	· Good understanding of confidentiality, professional boundaries, and data protection.
· Confident communication skills, both in person and over the telephone.

	 

	3. Experiences 
	· Experience of working independently and manage workload effectively
	 

	4. Attributes 
	· A genuine love of animals and confidence around dogs and other pets.
· , and 
· Ability to work collaboratively as part of a team.
· Friendly, approachable and reliable 
· Compassionate and able to work sensitively with older and vulnerable people.
· Flexible and adaptable approach with a willingness to learn new skills.

	 

	5. Additional requirements 
	· Demonstrate an understanding, support and commitment to Age UK York’s Vision, Mission and Strategic Aims, and our efforts to realise them. 
· Will need to undergo a Basic DBS check
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