Assistant Animal Control Officer




Fairhaven, MA


Position Purpose:
The primary function of this position is to protect the safety of the public and the welfare of animals by working under the general direction of the Animal Control Officer, and with some direction from the Police Department, enforces Town bylaws pertaining to dogs and other animals. Provides on-call back-up to the full-time Animal Control Officer. Assists in the catching, care, and rehoming of animals. Assists with shelter operations as assigned. This position is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under his/her direction and control; performs all other related work as required.
Essential Functions:
(The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)
· Answer telephones, e-mails, voice mail and act on, address and assists with department-related issues and concerns.

· Performs customer service duties in relation to the operation of the office – answering the shelter phone, greeting visitors, etc.

· Provides answers to animal control inquiries within the scope of expertise and authority 

· Processes departmental billing, cash receipts, and bookkeeping for the office with the supervision of the Animal Control Officer

· Responds to Police Department calls regarding injured or stray animals in the place of the Animal Control Officer when “on-call”

· Assists volunteer staff under the direction of the Animal Control Officer
· Assists with the enforcement of Town by-laws and applicable state statutes relating animal control, inspection and other natural resource issues.

· Respond to telephone, pager and radio requests for emergency animal assistance and on-call 24 hr. / 7day emergency service. 

· Perform shelter duties including taking reports from the public, receiving animals brought to the shelter, preparing adoption paperwork, reclaiming animals to their owners, and clean kennels and perform related housekeeping duties.

· Update, edit, and correct data files on animals in the kennel, maintain proper inventory levels of cleaning and other supplies. 

· Assist with dog licensing conduct and document of kennel inspections. Write / mail violation citations /serve court summons. 

· Assists with rabies clinics; and provide rabies control support and conduct educational programs and presentations as directed. 

· Maintain log of all calls, keep records, collect fees and submit fees to the Town Treasurer-Collector as required. 

· Prepare reports of animals impounded, adopted, redeemed and relinquished as required.

· Keep tools, equipment, vehicles, buildings and work areas clear, clean and in a safe condition. 

· Check equipment, supplies required to perform work and prepare for operations. 

· Secure all equipment, perform general housekeeping duties and complete all required paperwork.
· Performs similar or related work as required, directed or as situation dictates.
Recommended Minimum Qualifications:
Education, Training and Experience:

High School Diploma/GED. Animal Control Officer Certification preferred; Two to three (2 – 3) yrs. of related experience or the equivalent combination of education, experience, and training. Must have / maintain a valid Massachusetts driver’s license.
Knowledge, Ability and Skill:

Knowledge: Basic knowledge of Animal Control Procedures, Animal Husbandry, Communicable Disease, State, Local Laws and Regulations, Domestic Animals, Rabies Prevention, Preparation of animals for Rabies testing at the State Laboratory, Thorough knowledge of current inspection and disease control procedures.

Ability:  Ability to read, analyze, and interpret animal control policies and procedures, Demonstrated ability to use sound judgment and establish and maintain effective contacts with a variety of groups and organizations including the public, communicates effectively both written and verbal, delegates responsibility, works effectively under stressful situations, responds well in emergency situations. 

Skill:  Excellent public relations skills, Strong situation assessment skills, Skills in operating above mentioned equipment, Strong interpersonal skills, Moderate computer skills, Strong written/verbal skills.
Physical Requirements:

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.

Employee is regularly required to walk, stand, sit, talk, and hear; uses hands to finger, handle, feel or operate objects, tools, or controls, and reach with hands and arms as in picking up paper, files, and other common office objects.  Employee may occasionally lift and/or move objects weighing more than 50 pounds such as equipment, supplies, animals etc. Vision and hearing at or correctable to normal ranges. May be exposed to harmful chemicals, animal bites/scratches, rabies, dangerous situations.
Supervision:
Supervision Scope: Performs routine duties that are clearly defined by protocol and standard operating procedures. This role requires basic knowledge of departmental operations.   
Supervision Received:  Works under the general supervision of the Animal Control Officer. 

Supervision Given:  None.
Job Environment:
· Administrative work is performed under typical office conditions.  
· Operates motor vehicle; when in the office, operates computer and standard office equipment such as telephone, copier, and facsimile machine; when on site, may be required to operate some or all equipment necessary to perform the task. 

· Makes very frequent contacts with the general public, other Town departments/ boards/ committees, health care professionals and organizations, contractors, local/state agencies, and the general public; contact is by telephone and in person.

· Has access to confidential information including personnel records, pending public health-related lawsuits, criminal investigations and other sensitive information.

· Errors in either the technical application of recognized public health procedures, or in the interpretation of related information, could seriously endanger public health and safety, result in inadequate conditions of sanitation, have legal and financial ramifications, and cause severe adverse public relations.
(This job description does not constitute an employment agreement between the employers and is subject to change by the employer as the needs of the employer and requirements of the job change.)
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