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JOB DESCRIPTION
	Job Title:   Animal Control Officer
	Reports to:   Police Captain

	Department:  Police
	FLSA Classification:   Non-Exempt       

	Revision Date:   November 2025
	Pay Grade:  25

	Minimum Education: High School diploma or equivalent 

	Minimum Experience: one (1) year of experience in handling shelter animals, wildlife control, or animal control enforcement; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job.

	Minimum Certification:  Must possess and maintain a driver’s license in the state in which they reside. Possession and maintenance of certification by state or national animal control association is preferred.


	Other Requirements: 
Possession and maintenance of certification by state or national animal control association required within the first year of employment.



POSITION SUMMARY  
The purpose of this classification is to perform general/specialized work functions associated with providing effective and efficient animal control and to enforce state and local animal control ordinances.

ESSENTIAL FUNCTIONS  
The following duties are normal for this position.  However, they are not to be construed as exclusive or all–inclusive.  To perform this job successfully, an individual must be able to perform each duty satisfactorily.  Other duties may also be required or assigned.
1. [bookmark: _Hlk122423423]Manages day-to-day care of animals; feeds animals, pressure washes cages and kennel areas; maintains compound and shelter buildings and grounds; prepares animals for adoption; maintains all related documentation as required by law.
2. Patrols City to locate and pick up stray animals and to look for animal control violations; enforces animal related laws and ordinances; assists animals in problem situations; captures domestic, wild, dangerous, or aggressive animals; sets animal traps; loads animals into cages; transports animals to animal shelter, veterinarian offices, or other locations; relocates displaced wildlife; assists law enforcement by removing live animals from accident scenes or crime scenes. 
3. Responds to incoming calls concerning various animal issues, such as animal bites, potential animal cruelty/abuse, animals in distress, stray/nuisance animals, barking dogs, wild/dangerous animals, sick/injured animals, animal behavior problems, or animal control laws; provides information and assistance; mediates/resolves citizen disputes; conducts investigations and performs follow-up as appropriate.
4. Processes captured animals; handles, lifts, and carries animals, restraining as appropriate; handles frightened, ill-tempered, and injured animals; checks animals for signs of rabies, disease, or other illnesses; quarantines exposed animals; assigns and transports animals to kennels; prepares and maintains all related documentation.
5. Provides information and education to the public concerning responsibility of pet ownership, laws and ordinances, and pet adoption; assists with adopting out animals; collects money, issues receipts and completes adoption forms.
6. Maintains inventory of animal care supplies; ensures adequate supplies are available to complete work assignments and to care for a variety of animals held at the shelter; purchases/replaces supplies as needed.
7. Follows safety procedures, utilizes safety equipment, and monitors work environment to ensure safety of animals, employees and other individuals.
8. Researches new animal control techniques and presents findings to supervisors.  
9. Prepares or completes various forms, reports, correspondence, time sheets, kennel cards, incident reports, victim/witness statements, impound invoices, dog/cat licenses, time sheets, compliance notices, citations or other documents.
10. Receives various forms, reports, correspondence, animal and veterinarians records, incident reports, animal/booking logs, court case paperwork, laws, codes, ordinances, manuals, maps, reference materials, or other documentation; reviews, completes, processes, forwards or retains as appropriate.
11. Communicates with supervisor, City employees, police/fire personnel, other animal control agencies, veterinarians, the public, and other individuals as needed to coordinate work activities, review status of work, exchange information, or resolve problems.
12. Maintains a current knowledge and awareness of applicable laws/regulations; maintains an awareness of new procedures, trends, and advances in the profession; attends conferences, workshops, and training sessions as appropriate.
13. Operates a variety of equipment associated with animal control activities, which may include an animal control truck, animal restraint equipment, chemical immobilization equipment, animal traps, or other tools, a personal computer, general office equipment or other equipment as necessary to complete essential functions, to include the use of word processing, spreadsheet, database, or other system software.
REQUIRED JOB COMPETENCIES 
1. [bookmark: _Hlk39475149]Skill in adapting readily and quickly to the changing dynamics of the workplace in terms of goals and objectives, technical changes and changing professional requirements; 
2. Establish and maintain appropriate professional working relationships with internal and external customers, ensuring adequate listening and problem-solving skills are used as necessary
3. Skill in handling multiple projects at one time
4. Ability to be a self-starter and decision maker; politically astute and a team player
5. Demonstrate excellent communication skills (oral and written)
6. Understand and apply required general safety policies and techniques.
7.  Ability to review, classify, categorize, prioritize, and/or analyze data. Includes exercising discretion in determining data classification, and in referencing such analysis to established standards for the purpose of recognizing actual or probable interactive effects and relationships.
8.  Ability to apply principles of effective communication with others in coordinating activities of a project, program, or designated area of responsibility.
9. Ability to operate, maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in performing essential functions.
10. Ability to clearly communicate thoughts and ideas to any audience.
11. Ability to perform addition, subtraction, multiplication, and division. May include counting, recording of counts, and basic measuring.
12. Ability to carry out instructions furnished in written, oral, or diagrammatic form. Involves semi-routine standardized work with some latitude for independent judgment concerning choices of action.
13. Ability to exercise judgment, decisiveness and creativity in situations involving evaluation of information against measurable or verifiable criteria.
14. Able to render credible testimony in a court of law. 
15. Knowledge of Court operations and the administration and execution of Civil processes.
16. Ability and skill to make appropriate decisions quickly.
17. Ability and skill to perform effectively under ever-present stressful conditions.
18. Knowledge of police department policies and procedures, current law enforcement practices, techniques and procedures, and criminal and traffic codes.
19. Knowledge of computer software consistent for this position.
20. Knowledge of the operation of standard office equipment and software.
21. Skill in organizational and time management to prioritize duties to accomplish a high volume of work product while adapting to constant changes in priority. 
22. Ability to understand and effectively carry out local policies and procedures, written instructions, general correspondence, and Federal, State, and local regulations. 
23. Ability to perform word processing and/or data entry.
24. Ability to perform mathematical calculations required of this position.
25. Ability to prepare and maintain accurate and concise records and reports.
26. Ability to communicate clearly, concisely, and effectively in English with staff, administration, and the public in both written and verbal form. 
27. Ability to define problems, exercise sound judgment, and address a variety of situations.
28. Ability to think quickly, maintain self-control, and adapt to stressful situations.
29. Ability to maintain professionalism at all times.
30. Ability to maintain confidentiality.
31. Ability to maintain discretion regarding business-related files, reports, and conversations, within the provisions of open records laws and other applicable State and Federal statutes and regulations. 
32. Ability to establish and maintain effective working relationships with others.
33. Ability to work the allocated hours of the position.

PHYSICAL AND WORK ENVIRONMENT
The physical and work environment characteristics described in this description are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions or as otherwise required by law. Employees needing reasonable accommodation should discuss the request with the employee’s supervisor. 
· Work requires the regular and, at times, sustained performance of moderately physically demanding work, typically involving some combination of climbing and balancing, stooping, kneeling, crouching, and crawling, and that may involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects and materials (20-50 pounds).
· Work requires operating motor vehicles or equipment and observing general surrounding and activities. This may involve driving in inclement weather conditions.
· Work requires exposure to outdoor weather conditions.
· Work requires the ability to perceive and discriminate colors or shades of colors, sounds, odor, depth, texture, and visual cues or signals. Some tasks require the ability to communicate orally.
· Vocal communication is required for expressing or exchanging ideas by means of the spoken word.
· Hearing is required to perceive information at normal spoken word levels.
· Work requires preparing and analyzing written or computer data and observing general surroundings and activities.
· May be subject to infectious diseases carried by animals when assigned to the animal shelter. 
· Work requires wearing specialized personal protective equipment when assigned to the animal shelter.
· Work is conducted in an office setting (e.g., business office, light traffic) and in the field. 
Nothing in this job description limits management’s right to assign or reassign duties and responsibilities to this job at any time. The duties listed above 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. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change
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