CITY OF CABOT

Job Description

Job Title:	Shelter Technician			Newest Revision: August 10, 2016 

Department:	Animal Services			Reports To: Animal Services Director

FLSA Status:	Non-Exempt				Supervisory Responsibilities: 

Salary Survey Reference: Not Available
                                                                                  
This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and minimum qualifications of this job.  The incumbent(s) may be required to perform job-related responsibilities and tasks other than those stated in this job description.  Nothing in this job description restricts management’s right to assign or reassign job-related responsibilities and tasks to this job at any time.  Certain functions are understood to be essential; these include, but are not limited to, attendance, getting along with others, working a full shift, and dealing with and working under stress.  Any essential function of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans With Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible	

[bookmark: _GoBack]Job Summary:  Acts as a first-line "information source" for the organization. Work also includes assisting and educating adopters on pet selection, pet care, and owner responsibilities. An employee in this class performs public contact work in an extremely busy animal shelter environment. The employee develops plans and procedures to encourage adoptions. Employee resolves problems by exercising fair, independent judgment in dealing with customer’s problems, or when necessary, makes recommendations to Director. Employee applies an extensive knowledge of dog and cat breeds, pet behavior, and other related training, plus applies department policies. The employee acts independently to achieve desired, community relations results utilizing media contacts, newspapers, and promotional events. Work is performed with considerable initiative and independent judgment in rules, regulations, and guidelines governing all citizen contact. The position reports to a Director of Animal Services. 
.  

Essential Duties and Responsibilities:

1)	Coordinates all activities at the shelter and in the field with the agency and personnel regarding citizen complaints and animal disposition.

2)   	Issues licenses, redeems, impounds and adopts animals by collecting the required fees; inputs computer records and maintains all required documents, reports, forms, etc.

3)	Receives and documents all contact with citizens in person or via the phone and properly disseminate the information all information for dispatch or other action.

4)	Cleans kennels and surrounding work areas within the shelter in accordance with proper disease control requirements.

5)	Ensures welfare and proper care of animals within the shelter facility is maintained in all phases of shelter operation.

6)	Performs routine maintenance and ground keeping duties on animal shelter facility.

7)	Assists animal control officers in performing euthanasia of animals in accordance with applicable animal control ordinances, policies and procedures.

8)	Provides information to the public regarding receiving and releasing animals, locating lost and found animals, and the adoption of animals.

9)	Makes inventory recommendations to the supervisor regarding the maintenance and upkeep at the shelter.

10)	Accounts for all monies received at the shelter in accordance with city policies and procedures.
  
11)	All other duties as assigned. 

Minimum Qualifications:

1)	Possess a high school diploma or equivalent (GED) 

2)	Minimum 21 years of age

3)	Experience in general office work with at least two years’ experience in answering phones and dealing with the public.

4)	 Experience in animal care and at least two years’ experience in dealing with animals.

5)	An equivalent combination of education, training, and/or experience.

6)	A valid Arkansas driver’s license before and during the duration of employment.

Additional Knowledge, Skills, or Abilities Needed:

1)	Ability to consistently meet deadlines and complete assignments within specified time 	frames and use time and resources effectively to meet goals and complete assignment 	quickly and efficiently. 

2)	Knowledge of business English, spelling and arithmetic. 
3)	Knowledge of Basic Animal medical first aid and treatments. 
4).	Skilled in making presentations to citizen groups, employees, volunteers, etc. 
5)	Skill in computer software necessary to maintain and update departmental databases. 
6)	Answer phone calls; respond to email inquiries and messages in a timely manner
 
7)	Follow through with customers’ and volunteers’ requests/questions 

8)	Schedule appointments and handle customer service as required
 
9)	Complete office duties including but not limited to intake/outcome paperwork, adoption 	inquiries, preparing adoption paperwork, adoption processing and adoption follow up 

10)	Maintain files, records and statistics pertaining to intake, adoptions, miscellaneous 	outcomes and medical records

11)	Ability to train and supervise volunteer and clerical personnel. 
12)	Ability to work independently with minimal supervision. 
13)	Ability to provide information correctly and concisely, both orally and in writing. 
14)	Ability to deal with the public in an effective and courteous manner.
15)	Ability to consistently display a professional attitude and appearance in approach to job 

16)	Knowledge of pet breeds, typical dog and cat behavior.

17)	Skill in proper animal handling techniques

18)	Knowledge of basic animal anatomy.

19)	Skill in customer service and dealing with volunteers and citizens of the City.

20)	Ability to accurately keep count and store money and controlled substances.

21)	Ability to recognize normal versus abnormal behavior of common domestic animals and local wildlife.












Physical Requirements:

The physical activities marked below are representative of those that will be required on a regular basis to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	

	YES
	NO

	Work involves possible exposure to zoonotic disease
	x
	

	Work involves lifting, pushing, pulling, loading, or carrying 75 pounds or more
	x
	

	Work involves earth moving equipment or commercial motor vehicles
	
	x

	Work involves the operation of non-commercial vehicles
	
	x

	Work involves the operation of motorized equipment
	
	x

	Work involves bending, twisting, or reaching out in different positions 
	x
	

	Work involves climbing up or atop structures
	
	x

	Work involves crawling or being in confined spaces
	x
	

	Work involves being outside or exposed to extreme high or low temperatures over a long period of time
	x
	

	Work involves running or jumping
	x
	

	Work requires distance vision (20 feet or more)
	x
	

	Work involves being able to detect colors
	x
	

	Work involves being able to distinctly hear or detect sounds and understand conversation through voice
	x
	

	Work involves typing on the computer for an extended period of time
	x
	

	Work involves staring at a computer screen for an extended period of time
	x
	

	Work involves long periods of sitting or standing without break
	x
	

	Work involves exposure to cleaning agents and allergens
	x
	

	Work involves exposure to loud/frequent noise
	x
	

	Work involves exposure of dangerous and fractious animals including animal bites and scratches
	x
	

	Work involves weekends and holidays
	x
	



 


Employee Name (Print/Sign/Date)


Supervisor Name (Print/Sign/Date)


Human Resources Director (Print/Sign/Date)
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