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JOB DESCRIPTION

	JOB TITLE:  Animal Shelter Assistant

	JOB CODE:



	DEPARTMENT:  Health Department
SUPERVISOR’S TITLE:  Environmental Health Manager


	FLSA STATUS:



	POSITION SUMMARY

Under the general guidance and direction of the Environmental Health Manager and the shelter lead performs manual and administrative work in providing animal shelter services by operating and maintaining the Lincoln County Animal Shelter located in Libby.


ESSENTIAL FUNCTIONS

1. Nature of work: this position involves performing a variety of services related to animal shelter operations and may require the handling of potentially temperamental, agitated, and/or unfriendly cats and dogs
2. Personal Contacts:  continual contact with the public and other agencies/departments including animal control
3. Supervision Received:  coordination of daily activities and duties with the Environmental Health Manager
4. Supervision Exercised:  none
DUTIES AND RESPONSIBILITIES

· Maintains animal shelter facilities and equipment and performs routine tasks related to animal care such as feeding, cleaning, continuous animal evaluation, administration of medications as directed, etc. 
· Maintains computer records of daily activities (licenses, impoundments, etc.), issues licenses
· Handles money for licenses and impoundments
· Attempts to locate owners of lost animals 
· Promotes adoption of unclaimed, impounded animals utilizing county policy guidelines
· Performs related duties as required
SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:
· Performs assigned duties 
· Adheres to policy guidelines
· Maintains accurate records
· Follows appropriate safety standards and precautions
· Handles money from licenses and impoundment fees in accordance with established procedures
· Properly maintains the animal shelter
· Work results in relatively few citizen complaints
· Animals impounded are handled humanely
JOB SPECIFICATIONS
Education:
 High school diploma or equivalent 
Experience:
One year of experience working with animals preferred
Knowledge, Skills, Abilities, and Competencies:  
· requires a valid Montana Driver’s License

· working knowledge of animal care and behavior
· public relations, office management, and recordkeeping
· ability to handle and care for animals and cope with their pain and death 
· communicate effectively orally and in writing
· ability to follow verbal and written instructions
· establish effective working relationships with fellow employees, supervisors, and the public
· ability to work independently and without supervision
· attention to detail as it relates to cleaning and maintaining kennel areas
WORKING ENVIRONMENT

1. Physical Demands:  

Must be able to lift and carry at least 50 pounds
2. Visual, Hearing, and Dexterity Demands:  

3. Working Conditions:  Exposure to adverse weather conditions, hazardous substances, and potentially aggressive animals
The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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