
MARION COUNTY
JOB DESCRIPTION, JULY 2016

JOBTITLE: ANIMAL SHELTER ATTENDANT
ANIMAL SHELTER

GENERAL STATEMENT OF JOB

The Animal Care Attendant is responsible for the overall care of all the animals within the shelter. The
responsibilities will vary based on the current needs of the shelter. Under direction of the Animal Shelter
Director, provides for the constant cleanliness of cages, runs and shelter areas and the proper feeding
and care of all shelter animals. Reports to the Animal Shelter Director.

SPECIFIC DUTIES AND RESPONSIBILITIES

To observe animal appearance and activity for general physical condition, obvious signs of illness,
disease and discontent.

To thoroughly clean and disinfect all areas of the the shelter as often as necessary.

To determine the type and amount of food animals received.

To take charge and/or handle animals as required and to restrain hard to control animals.

To walk dogs several times a day to provide exercise and time for elimination of bowels and bladder.

To perform needed cleaning and maintenance of all equipment and tools used in job assignments.

Follow the shelter procedures.

Unpacking, labeling and stocking of shelter supplies and donations.

Make sure animals are clean and smell fresh.

Recognize and records any unusual condition or abnormal behavior of any shelter animal.

Report signs of illness, disease, injury or unusual activity to technicians/veterinarians.

Feed each animal as prescribed by the attending D.V.M. and records appetites.

Receive animals to be admitted for shelter care and is responsible for their proper identification and for
recording their respective locations.

Release animals to their owners as directed by customers service or the shelter manager.

Assist doctors, technicians, treatment assistants and other personnel with the administration of
medications or with restraints.



ANIMAL CARE ATTENDANT

Make sure cages and animals are properly numbered and identified.

Cleans and sanitizes all cages, runs, and related areas.

Wash and dry towels and blankets.

Wash and sterilize water and food bowls.

Perform general cleaning.

Empty trash.

Patrol shelter grounds daily, picking up any trash and stool material.

Maintain equipment used to complete job assignments and keeping such equipment and tools in good
condition. Do minor repairs on such equipment as needed and notifying management as to major repairs
needed or new equipment necessary to adequately complete assignments. Keep equipment and tools put
away in proper storage areas.

ADDITIONAL JOB FUNCTIONS

Monitor behavior and work with trainers.

Coordinate with outside vendors and institutions.

Assist with adoptions.

Coordinate transport and intake of animals with outside rescue groups, shelters, and partner groups.

Assisting with euthanasia.

Coordinating animal selection and transporting for media events.

Apply knowledge and skills in controlling/handling individual animal treatment. Have ability to gain animal
confidence when restraining them for transport, grooming and/or treatment.

Housekeeping and laundry duties for all areas.

Ability to restrain for procedures performed by technicians or doctors.

Knowledge of common disease, their symptoms and means of transmissions, administration of oral
medications, assessment of change in animal status.
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PHYSICAL REQUIREMENTS

Physical Effort: Often requires lifting and carrying materials weighing up to 40 pounds. Frequently
requires handling of materials up to 20 pounds. Additionally, handle dogs weighing up to 150 pounds.
Walking and/or standing for long periods of time. Frequently work in a bent position. May be required to
use strength or agility in capturing and restraining stronger, more active animals.

Working Conditions: Work is normally performed inside, some outside work is required.

Exposure to unpleasant odors and noises.

Exposure to bites, scratches, and animal waste.

Possible exposure to contagious diseases.

Knowledge of: Cleaning and disinfecting methods and the use and care of cleaning materials and
equipment.

Proper methods of animal restraint.

Ability to: Use cleaning materials and equipment with skill and efficiency.

Perform moderately heavy physical labor.

Learn to administer medications and recognize abnormal conditions.

Understand and carry out oral and written instructions.

Performs other duties as assigned.

ESSENTIAL SAFETY FUNCTIONS

It is the responsibility of each employee to comply with established policies, procedures and safe work
practices. Each employee must follow safety training and instructions provided by their supervisor. Each
employee must also properly wear and maintain all personal protective equipment required for their job.
Finally, each employee must immediately report any unsafe work practices or unsafe conditions as well
as any on the job injury or illnesses.

MINIMUM TRAINING QUALIFICATIONS

Must have a high school diploma or GED. One year experience in animal care including the operation of
animal shelters or veterinary services. Knowledge of basic animal behavior. Any acceptable combination
of education, training and experience that provides the above knowledge, abilities and skills may be
substituted for year basis. Must possess a valid South Carolina driver’s license.
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The qualifications listed above are intended to represent the minimum skills and experience levels
associated with performing the duties and responsibilities contained in this job description. The
qualifications should not be viewed as expressing absolute employment or promotional standards, but as
general guidelines that should be considered along with other job related selection or promotional criteria.

PERFORMANCE INDICATORS

Knowledge of job: Has knowledge of the practices, procedures, rules and regulation of the Animal
Shelter and County. Has knowledge of the general office operations, functions, and communicate
effectively with others both in person and over the telephone in a clear and concise manner. Knows how
to recognize abnormal conditions at the shelter and behavior of the animals. Has knowledge of common
diseases, thier symptoms and means of transmission, administration of oral medications, assessment of
change in animals behavior and status.

Quality of work: Maintains high standard in the care of animals, duties and responsibilities. Maintains
high quality in processing the animals in and out of the shelter, administering medication and assisting
co-workers, technicians or doctors in the care of the animals.

Quantity of work: Constantly maintaining the upkeep of the shelter and in a timely fashion the
processing the animals in and out of the shelter.

Dependability: Assumes responsibility for doing assigned work and meeting department deadlines.
Completes assigned work on or before deadlines in accordance with directives, County policy, standards
and procedures.

Attendance: Attends work regularly and on time with a minimum of tardiness and absences and adheres
to the County policies and procedures regarding tardiness and absences. Provides adequate notice to
higher management with respect to vacation time and time off requests.

Initiative and Enthusiasm: Maintains an enthusiastic, self-reliant and self-starting approach to meet job
responsibility and accountabilities. Strives to anticipate work to be done and initiates proper and
acceptable direction for the completion of work with a minimum of supervision and instruction.

Judgment: Exercises analytical judgments in areas of responsibility. Identifies problems or situations as
they occur and specific decision objectives. Identifies or assist in identifying alternative solutions to
problems or situations. Implement decisions in accordance with prescribed and effective policies and
procedures and with a minimum or errors. Seeks expert or experienced advice and researches problems,
situations and alternative before exercising judgements.

Cooperation: Listens to instructions and does the work as directed. Accepts tasks that are difficult,
problems that are difficult or tasks that are uninteresting when necessary. Works hard to get the job done.
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Relationship with others: Keep a pleasant relationship with those that assign and evaluate work; shares
information and keeps supervisor informed of work status. Shares information with co-workers; works



together and gets along with others in work unit. Shares necessary information with customers/public.
Exercises appropriate public relations, provides quality service.

Coordination of work: Estimate time job will take and schedules work realistically. Avoids having to
repeat a procedure or redo a task to get the job done. Supplies, materials, equipment or work time
effectively and efficiently.

Safety and Housekeeping: Keeps animal shelter clean and neat. Follows safety rules for the use of
machinery plus safety equipment and clothing. Shows interest in safety of others working together.

Approval Signatures

This job description has been approved by all levels of management:

Department Director/Designee:_____________________________ Date_____________

Employee signature below constitutes employee's understanding of the requirements, essential functions
and duties of the position.

Employee:______________________________________ Date_____________


