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POSITION SUMMARY 

 

This position is responsible for overseeing the day-to-day operations of the Animal Shelter.  Will 

supervise staff and volunteers, maintain facility and equipment, interact with the public and 

ensure the shelter animals receive the proper care.   

RESPONSIBILITIES 

 

Essential Duties (3D): 

 Work requires the direct application of a variety of procedures, policies, laws and /or 

precedents. 

 Patrols city streets, impounds stray animals, responds to and follows up on animal related 

calls for service, complaints and disturbances.  

 Completes official Police reports, testifies and appears in court regarding animal control 

related legal matters. 

 Issues written warnings and/or completes formal complaint requests through municipal 

prosecuting attorney’s office.Will monitor budget activities and has expenditure authority 

and input into budget development. 

 Supervises assigned staff, coordinates scheduling.  Monitors the work of subordinates 

and ensures their work complies with guidelines, policies, and procedures.  Provides 

direction, training and technical assistance to subordinates.  Conduct meetings with staff 

to review policies/procedures, discuss workplace issues and share ideas to improve 

animal care. 

 Make final decision regarding euthanasia and supervise to ensure proper techniques are 

used and that we have the required veterinary supervision. 

 Ensure files/records are properly maintained. 

 Perform daily inspection of shelter facilities to monitor general health of animals, insure 

proper medical care is rendered in a timely, humane and efficient manner. 

 Mentors; promotes teamwork and displays a positive example to subordinates. 

 Receives, re-directs, and responds to a variety of communications. 

 Interacts with the public as a representative of the Animal Shelter. 

 Performs a variety of data entry duties. 

 Oversee and collects fees, issues pet licenses, balances cash drawer, prepares deposits 

and orders shelter supplies. 

 Develop and maintain a comprehensive public relations program to ensue all web and 

printed information reflects a consistent message. 

 Develop, maintain and implement a complete and comprehensive volunteer program to 

increase, sustain and recognize volunteer participation, including training modules. 

 Performs other duties of similar nature or level as required. 
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Knowledge, Skill and Abilities (required by end of probationary period): 

 Knowledge of supervisory principles. 

 Customer service techniques and phone etiquette. 

 Ability to learn and apply policies, procedures, regulations, principles and applications. 

 Ability to plan, organize, prioritize, coordinate, assign, and evaluate the work of division 

staff and volunteers. 

 Familiar with a variety of office equipment and related applications and programs, data 

entry skills, record keeping, report preparation, filing methods and records management 

techniques. 

 Skills and ability to develop budget recommendations and manage the expenditure of 

available funds. 

 Effective oral and written communication skills, grammar and editing skills. 

 Ability to communicate properly through and operate a two-way radio. 

 

Judgment/Decision Making (3D): 

 Provides input and assists in the development of objectives and procedures related to 

Animal Shelter services/customer service within the established scope of department 

operational goals and plans. 

 Establish work schedules and approves unscheduled time off. 

 Required to provide solutions and proactive recommendations to operational, procedural, 

and personnel issues to be reviewed by Supervisor. 

 

RELATIONSHIPS 

 

Leadership/Supervisory Responsibilities (3D): 

 Reports to Police Captain or designee  

 Supervises Animal Shelter and Animal Control personnel and volunteers at a division level. 

 Has some human resource responsibilities for subordinates. 

 Confers with and reports directly to Supervisor regarding human resource and operational issues. 

 

Relation to Others (3D): 

 Serves as the on-site spokesperson for the shelter, educates the public about responsible pet 

ownership and City animal regulations and laws, answer questions to the public regarding animal 

shelter operations and policies. 

 Participates in command and staff meetings to provide input, vision, and identifying Animal 

Shelter operational concerns. 

 Mediates subordinates in time of conflict while assessing and diffusing problem situations. 
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SKILLS 

 

Education (4D) and Experience (3D) 

 An Associate’s Degree (preferably Animal Management, animal shelter management, pet 

sciences and/or humane leadership or another similar degree). 

 1-3 years related animal shelter experience 

 Two or more years in a supervisory role or demonstrated professional development  

 Or the equivalent combination of education and experience sufficient to successfully 

perform the essential duties of the job. 

 

Special Requirements: 

 Valid Driver’s License 

 

WORKING CONDITIONS 

 

Environment (1D) 

 Positions in this class typically require: reaching, grasping, talking, hearing, seeing and 

repetitive motion, prolonged sitting, standing, walking, handling moderate weight objects 

(must be able to lift up to 50 pounds frequently); 

 Environment can be dirty, wet and humid; 

 Exposure to unpleasant odors, loud noises and chemicals 

 Work requires restraining, lifting and carrying animals and cages, possibility of animal 

bites/scratches. 

 Animals are inherently unpredictable, potential for animal bites and scratches.    

 Exposure to a variety of animal related disease and infestation.   

 Exposure to insect pests such as fleas, ticks, etc. 

 

Classification:  Class III, Grade 4 (625 points) 

FLSA:  Non-Exempt 

Created and updated to new format:  02/2017 

Approved by Civil Service Commission:  03/01/2017 

Approved by City Commission: 03/06/2017 

 

 

 

 


