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JOB SUMMARY

This position is responsible for the enforcement of animal control ordinances and for the processing and care of shelter animals.
MAJOR DUTIES

· Enforces animal control laws; investigates complaints; captures and handles domestic animals; issues warnings and citations; prepares cases reports; testifies in court as required.
· Supervises the work of inmate laborers.

· Intakes animals; vaccinates and deworms animals; enters animals into software database; schedules and transports animals to vet appointments.

· Works with shelters, the public, and animal rescue groups in the transfer and adoption of animals and promotes adoptions.

· Receives and processes animal complaints and calls from the public; maintains animal complaint files and records.

· Operates animal control vehicles and capture equipment.

· Performs related duties.
KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of state and county animal control ordinances.

· Knowledge of animal control ordinance enforcement principles.

· Knowledge of the tools, equipment, and techniques used in the capture and transport of animals.

· Knowledge of file and records management principles.
· Knowledge of customer service principles and practices.
· Knowledge of computers and job-related software programs.

· Knowledge of animal vaccination and medication principles.
· Skill in the provision of care to animals.
· Skill in the preparation of clear and precise reports.
· Skill in oral and written communication.
SUPERVISORY CONTROLS

The Public Works Director assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.
GUIDELINES

Guidelines include state and county animal control ordinances. These guidelines are generally clear and specific but may require some interpretation in application.  

COMPLEXITY/SCOPE OF WORK

· The work consists of related enforcement, administrative, and animal care duties. Uncooperative pet owners contribute to the complexity of the position.
· The purpose of this position is to enforce state and county animal control ordinances. Success in this position contributes to the efficient and effective enforcement of those ordinances.
CONTACTS

· Contacts are typically with other county employees, law enforcement officers, veterinarians, representatives of community groups, court personnel, and the general public.
· Contacts are typically to provide services, to give or exchange information, or to resolve problems.
PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while intermittently sitting, standing, stooping, bending, or crouching. The employee frequently lifts light and heavy objects, climbs ladders, uses tools or equipment requiring a high degree of dexterity, distinguishes between shades of color, and utilizes the sense of smell.
· The work is typically performed in an office and outdoors, occasionally in cold or inclement weather. The employee is exposed to noise, dust, dirt, grease, contagious or infectious diseases, or irritating chemicals. Work requires the use of protective devices such as masks, goggles, gloves, etc.
SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.
MINIMUM QUALIFICATIONS

· High school diploma or equivalent required; and
· More than two years of related experience required; or
· Any equivalent combination of education, experience and training which provides the knowledge, skills, and abilities to perform the work.
· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.
