Fannin County Animal Shelter m
FANNIN COUNTY

GEORGIA

Kennel and Office Assistant

Summary of Job Purpose

To perform clerical and technical duties, prepare documents, correspondence and
routine reports; to receive and process payments, assist the public, provide care and
socialization of housed animals, maintain the Animal Shelter in a clean, safe and orderly
manner and provide other support duties as assigned.

Supervision Received and Exercised

Immediate supervision is provided by an Animal Control Director.

Essential Functions

Depending upon assignment, duties may include, but are not limited to the following:

1. Answer inquiries from the public, over the counter, by email and telephone, on
laws, rules, and regulations pertaining to animal control and the animal shelter.

2. Build and maintain positive relationships with the public using principles of good
customer service.

3. Prepare and maintain records; enter and retrieve data; produce various
documents and animal control reports.

4. Provide food and water for each animal; observe food consumption to ensure
animals’ overall health; observe animals’ behavior and physical appearance;
report illnesses/injuries to supervisory personnel.

5. Properly clean and disinfect cages and kennels; exercise animals; replace bedding
and toys; maintain a clean and safe environment at all times.

6. Maintain records regarding animal behavior and health; report minor and

serious concerns to supervisor for further action.

Administer medication, as directed.

Maintain isolation of quarantined animals, as needed.

Work with animals to socialize them and make them more adoptable.

. Accept animals into shelter performing preliminary examination including
weighing, microchip scanning; conduct initial assessment of behavior and health;
enter information into database.

11. Monitor kennel security; recommend and implement improvements.

12. Provide functional supervision over volunteer staff and develop volunteer and

other programs.

13. Monitor inventory of supplies and request and restock needed supplies.

14. Maintain records on pick-up and release dates, quarantines, adoptions, disposals,
and the status of the animals maintained in the shelter.

15. Handle adoption of animals and release impounded animals to owners.

16. Perform related duties as assigned.
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Knowledge and Abilities
Knowledge of:

Laws and ordinances pertaining to animal control and care.
Safe and humane animal handling principles and practices.
Animal behavior and principles of care and feeding.
Techniques used in the disposal of animals.

Techniques for recordkeeping.

Safe work practices.

Modern office procedures, methods and computer equipment.
Principles and practices of customer service.
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Ability to:

1. Review, understand, and implement provisions of applicable codes, ordinances
and regulations enforceable by Fannin County.

2. Apply laws, regulations, codes and departmental policies.

3. Recognize, prioritize and accomplish needed/assigned tasks.

4. Research, prepare and write clear and concise technical reports.

5. Perform basic accounting and cash handling principles.

6. Learn the applicable laws, ordinances, and regulations governing the keeping of
animals within Fannin County.

7. Perform a variety of customer service tasks in support of assigned function.

8. Communicate clearly and concisely both orally and in writing.

9. Prepare clear, accurate, and concise notes, reports, and other correspondence.

10. Observe, assimilate, remember, and record pertinent facts and details.

11. Recognize common diseases carried by domestic and wild animals.

12. Analyze problems and rationally take effective action in emergency and stressful
situations.

13. Establish and maintain cooperative working relationships with coworkers, other
county employees, community and neighborhood organizations, and the public.

14. Maintain the confidentiality of records.

15. Deal courteously with the public.

16. Operate a public safety radio, mobile data computer, office computers and mobile
devices.

17. Adapt to changing technologies and learn functionality of new equipment and
systems.

18. Safely operate a Fannin County vehicle.

19. Understand and apply applicable federal, state, and local laws, codes, and
regulations.

20.Work independently and as part of a team.
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Qualifications

To perform this job successfully, the incumbent must be able to perform each of the
essential duties satisfactorily. The requirements listed are representative of the
knowledge, skill and/or ability required.

Physical Requirements

1. Must be able to sit at a confined work station for extended periods while
performing essential duties.

2. On a continuous basis, sit at a desk and in meetings for long periods of time.

Use telephone and communicate through written means.

4. Run, walk, and stand during kennel cleaning and animal handling activities;
bend, squat, kneel, and twist; climb stairs and/or ladders while performing daily
kennel/animal control functions; perform simple and power grasping, pushing,
pulling, and fine manipulation; and regularly carry weight of 35 pounds or less
and intermittently carry weight of 75 pounds; walk on uneven ground.
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Education and Experience

1. Equivalent to the completion of the twelfth grade, or GED.
2. Kennel/Office Assistant- One year prior experience in the handling and care of a
variety of animals preferred.

Certificates, Licenses and Registrations

1. Must have an acceptable driving record and possess an appropriate Georgia
Driver’s License.
2. Must pass drug screen and maintain drug free work environment.

General

Fannin County reserves the right to revise or change classification duties and
responsibilities as the need arises. This description does not constitute as a written or
implied contract of employment.



