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AC Customer Service Supervisor                               AC/8-716
Animal Control
JOB SUMMARY

This position is responsible for overseeing the adoptions staff, placement processes and works as rescue liaison and alternate animal placements.

MAJOR DUTIES

1. Provide excellent customer service while in shelter and in the field.

2. Ensure that staff working in front office and shelter always give excellent customer service.

3. Schedules adoption staff to cover placement, front desk and to assist with animal cleaning and care.

4. Organizes and oversees all files, documents, software input and disposition of animals that leave the shelter through adoption, rescue or reclaim.

5. Networks with animal rescues, humane societies and other organizations to secure safe placement for animals in care.

6. Assist Director is compiling spay neuter needs and secure appointments accordingly. Process paperwork for spay/neuter and vet visits. Making sure all medical paperwork in documented in software.

7. Ensures that front office is welcoming, clean and orderly.

8. Ensures that all donations are processed and put away promptly to keep lobby orderly.

9. Sets and assures proper standards are followed for processing in animals over the counter, including documentation, exam and vaccinations.

10. Ensure that microchip and tag tracing is done properly and in accordance with county and State laws.

11. Develops scripts and talking points for front office staff to make sure cohesive message is being projected to the public.

12. Inventory office and janitorial supplies for front office.

13. Advise Director if an animal coming in over the counter needs immediate medical attention or behavior assessment.

14. Works with kennel supervisor for proper housing for animals taken in over the counter.

15. Ensures daily finance reports and petty cash is correct at the end of each day and deposits are processed and given to Director.

16. Review software to ensure photos, medical status and placement status has been updated and all is correct. 

17. Assist Kennel Supervisor and Field Supervisor as needed.

18. On call as needed
KNOWLEDGE REQUIRED BY THE POSITION

1. Knowledge of local ordinances, state and federal laws pertaining to animal care and control.
2. Knowledge of animal shelter medical practices.

3. Knowledge of hazardous materials and sanitation standards.
4. Knowledge of pet breed identification, traits, and behavior.
5. Knowledge of computers and job-related software programs.
6. Knowledge of evidence collection and documentation procedures.

7. Knowledge of animal control policy and procedures.
8. Skill in animal capture techniques and in the use of animal control equipment. 
9. Skill in public and interpersonal relations.
10. Skill in oral and written communication.

SUPERVISORY CONTROLS

The Animal Control Director or his or her designee assigns work in terms of general instructions. The Kennel Supervisor, Field Supervisor and Customer Service Supervisor spot-checks completed work for compliance with procedures and the nature and propriety of the final results.
GUIDELINES

Guidelines include city, county, and state laws; codes and ordinances; safety manuals, standards operating procedures; Georgia Department of Agriculture rules and regulations; and department and county policies and procedures.  These guidelines require judgment, selection, and interpretation in application. 

COMPLEXITY/SCOPE OF WORK

· The work consists of varied supervisory and administrative duties.  Working with sick or wounded animals and working with aggressive animals contributes to the complexity of the position.
· The purpose of this position is to enforce animal control ordinances and assist in the operation of the animal shelter. Success in this position contributes to the enforcement of local animal control ordinances and to the health and safety of residents and the animal population.

CONTACTS

· Contacts are typically with co-workers, law enforcement personnel, other county government personnel, state and federal agricultural agents, veterinarians and staff, representatives of human societies and rescue agencies, members of community service organizations, and members of the general public. 
· Contacts are typically to give or exchange information; resolve problems; provide services; and motivate and influence persons.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

· The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, or stooping. The employee frequently lifts light and heavy objects, climbs ladders, uses tools or equipment requiring a high degree of dexterity, and interacts with animals.

· The work is typically performed in an office, stockroom, animal shelter, and outdoors. The employee may be exposed to noise, dust, dirt, grease, contagious or infectious diseases, irritating chemicals, aggressive animals, and occasional cold or inclement weather. The work requires the use of protective devices such as masks, goggles, or gloves.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

This position has functional supervision over adoption staff and supervision in other divisions if other Supervisors are absent.
SPECIAL CERTIFICATIONS AND LICENSES
· Possession of a valid State of Georgia driver's license (Class C) and a satisfactory Motor Vehicle Record (MVR) in compliance with County Safety and Loss Control Guidelines.  Completion of the State of Georgia Department of Transportation Defensive Driving Course and/or Emergency Vehicle Operation Certification within twelve (12) months of employment. 

ADA COMPLIANCE
· Fayette County is an Equal Opportunity Employer.  ADA requires the County to provide reasonable accommodations to qualified individuals with disabilities. Prospective and current employees are invited to discuss accommodations. 
HIPAA COMPLIANCE
· The Health Insurance Portability and Accountability Act of 1996, as amended, requires employees to protect the security of Protected Health Information (PHI) however it is obtained, handled, learned, heard or viewed in the course of their work. 

DRUG AND ALCOHOL COMPLIANCE
· In accordance of Fayette County's Substance Abuse Policy of 1996, as amended, all job applicants offered employment will undergo testing for the presence of illegal drugs and alcohol as a condition of employment. In the course of employment, employees are subject to random, reasonable suspicion, post-accident, and routine fitness for duty testing for illegal drugs and alcohol abuse. Employees are prohibited to work under the influence, to possess, to distribute, or to sell illegal drugs in the workplace or abuse alcohol on the job. Confirmed positive is reason for denial of employment and/or termination.
MINIMUM QUALIFICATIONS

· Ability to read, write and perform mathematical calculations at a level commonly associated with the completion of high school or equivalent. 
· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

· Possession of or ability to readily obtain a valid driver's license issued by the State of Georgia for the type of vehicle or equipment operated.










