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WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS

JOB DESCRIPTION

 Animal Services Adoption Coordinator
DEPARTMENT:
PUBLIC SAFETY
GENERAL DESCRIPTION OF DUTIES:
Provides administrative support within the Animal Services Office and coordinates the adoption process of eligible pets by citizens.   Responsibilities include, but are not limited to, the logging information into software system the intake and disposition of all animals handled by Wakulla Animal Services; coordination of day to day functions of the front counter at Animal Services; processing of invoices, payroll items, ordering materials and supplies, handling and dispatching complaints from the public as well as other agencies. This position reports to the Director of Animal Services.  
Employees in positions assigned to this class may have contacts by telephone, correspondence, or face to face meetings with persons in other departments or the public to obtain or supply factual information involving Animal Services within Wakulla County.  Outstanding customer service is required in these contacts and the employee assumes the responsibility for harmonious relationships.

Work hours at the Animal Services Center will be set by schedule, however, the incumbent will be required to work weekend days on a rotating schedule. 
NOTE:

These essential job functions are not to be construed as a complete statement of all duties performed. Employee will be required to perform other job related duties as required. 
ESSENTIAL JOB FUNCTIONS:
Is responsible for all aspects of day to day administration, including but not limited to:

· answers the telephone
· greets customers
· makes trips to the Clerk of the Court’s office and US Post Office

· coordinates the collection of employee timesheets and leave requests
· works with tracking software to assure the correct entry of information on all animals handled by Animal Services. 
· assist with walk-in’s as warranted

· assists with the adoption process including conducting necessary checks and backgrounds of those interested in adopting
· conducts daily inventory of pet population in shelter

· coordinates with rescue groups and veterinarian offices when pets are transferred 

· handles intake of pets delivered to Animal Services when ACO is not available 
· set up hearings per local ordinance dealing with pet issues in the event of an appeal from the public
· assist staff with day-to-day inquiries about animal services
MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:
-
Knowledge of standard office practices, procedures and machines.  

-
Knowledge of spelling, punctuation and business English, business mathematics.

-
Knowledge of computer software (Word, Excel, PowerPoint, etc.).
-
Knowledge of Florida’s Open Government Laws (Sunshine, Public Records, Ethics).

-
Ability to gain knowledge of the units’ policies, procedures and practices.
-
Ability to effectively work with employees and the public.

-
Ability to access input and retrieve information from a computer.

-
Ability to communicate using writing, speaking, hearing and visual skills.
-
Ability to handle confidential information in a professional manner.
-
Ability to interpret and handle routine matters in accordance with administration policies.

-
Ability to follow oral and written instruction. 


-
Skill to communicate clearly, effectively, pleasantly, and patiently in-person, on the phone and in writing to a diverse population.
EDUCATION AND EXPERIENCE:
High school diploma or possession of an acceptable equivalency diploma and one (1) year of related work experience involving secretarial/clerical duties.  
ENVIRONMENTAL CONDITIONS:
Work is performed in an office setting, mainly indoors, at a desk with a computer terminal.  Physical demands include, but are not limited to, walking, sitting and the ability to lift small animals.
(Reasonable accommodation will be made for otherwise qualified individuals with a disability.)

FLSA STATUS:  Non-Exempt.  

