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DATE:	December 2022
POSITION TITLE:	Animal Attendant
TEAM:                                                             Feline - Isolation
[bookmark: _GoBack]LOCATION:	SPCA Christchurch Centre
REPORTS TO:	Feline Animal Care Team Leader
DIRECT REPORTS:	NA	
PURPOSE:  To ensure animals housed in Feline Isolation, Overflow and the Recovered Unit are provided with the five freedoms outlined in the Animal Welfare Act 1999 ensuring that their environment and care is maintained to the highest standards. 

Note: In this Job Description, The unit ‘Overflow’ is a generic term used to identify the unit housing Infectious cats that are not in Cat Isolation.  

	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Animal Care Duties
	· The physical health and behaviour needs of Felines housed at the centre are maintained to the highest standards possible.
· Ensure accurate documentation of daily monitoring of health and welfare for each animal in the rostered area of work.
·  Follow all care and behaviour protocols
· Ensure RU Felines are cared for, monitored and the unit is clean and tidy every morning by 10am for public viewing and have appropriate information visible to the public
· Ensure all veterinary instruction is followed
· Ensure the administration as required of any veterinary treatments including antibiotics, flea and worm treatments etc.
· Ensure units are prepared for vet rounds with all information and documentation clear and accurate and follow Vet Round and Veterinary Instruction, including Veterinary Medicine legislation
· Aid in the care of pre and post-surgery animals
· Ensure that standard vet treatments are kept up to date and documented including flea and worm treatments.
· Ensure high level of cleaning and hygiene including weekly full clean procedures of facilities in the Feline Isolation units.
· Ensure that steps are followed to isolate disease and limit spread
· Ensuring adequate and appropriate exercise and enrichment is provided
· Carry out socialisation and safe handling of all animals in Feline Isolation units in accordance to the policies outlined in the centre manual 
· Assist when required with the safe and thorough assessment of any contagious Felines at time of admission. This includes but is not limited to completing admission processes (e.g. ultraviolet lamping, flea and worm treatments, nose – tail examination, microchip scanning etc.)
· Liaise with the foster team with regards to animals requiring foster and managing the return of these to the units
1. Maintain the allocated units by;
1. Ensuring the unit integrity is upheld and any maintenance issues are elevated to the Feline Animal Care Team Leader.
1. Ensuring units are kept well stocked and consumables/resources are maintained and fully stocked with the necessary supplies daily. 
1. Ensuring units are maintained in a clean and tidy condition at all times
· Maintaining effective working relationships with all Centre staff; 
· As a key member of the Animal Care Team, assist to ensure that every staff member is supported by the work you carry out and that your contribution to the overall staff attitude is a positive one.
· The Animal Care Team Leaders have an expectation that the Animal Attendants will display a willingness to attend enthusiastically and effectively to all circumstances which should arise with animal care tasks and attend to any other duties that may be required from time to time.
· Maintaining effective working relationships with all Centre staff


	2. Administrative Duties
	· Ensure all monitoring, observations and notes are recorded in a timely manner on monitoring sheets and in Shelter buddy as required.
· Monitoring should include contributing detail of behaviours to aid in the assessment and suitability of rehoming.
· Maintenance of objective and professional records especially for Inspectorate cases
· The records of all animals are accurate and available in the correct place. 
· Information provided is thorough, sound and honest.
· Signing off all medical treatments administered
· Ensuring the Shelter Buddy database is kept accurate and up to date
· Ensuring comprehensive hand-over notes to other staff members/volunteers/fosterers
· Any animals requiring disclaimers/Indemnities have them attached to their records before they are available for adoption
· Ensuring preparation and follow-up of Vet Rounds

	3. Education and promotion of SPCA brand
	· Members of the public / animal owners and carers are consistently given good advice and appropriate information which seeks to improve or maintain welfare of animals, whilst maintaining the image of the society as a caring organisation
· SPCA brand is protected and promoted at all times 

	4. Personal and Continuing Education
	· Education opportunities are sought proactively for self. Development requirements are signalled in advance to the Feline ACTL.
· Competence and skill level is maintained to perform role to highest ability.
· Meets objectives set at annual performance reviews.

	5. Actively contributes to Health & Safety 
	· Ensures that a safe and healthy working environment is maintained at all times.
· Complies with Health and Safety legislation and regulations.
· Takes responsibility for your own health and safety and ensures no action or inaction on your own part harms others in the workplace.
· Contributes towards the development and implementation of policies and procedures that ensure compliance with the Health and Safety at Work Act (2015).
· Is aware of and can identify hazards and risks to which the organisation may be exposed and takes appropriate action accordingly. 
· Has knowledge of and is able to apply emergency procedures.

	6. Volunteer Support and Supervision 

	· Ensures safety, support and wellbeing of Volunteers working in your team 
· Ensures Volunteers’ duties and tasks are carried out in a safe and appropriate manner
· Ensures professionalism and respect in all interactions with SPCA Volunteers


	7. Other Duties

	· When able, the Feline Isolation unit is to assist the staff members in Canine Quarantine if they require. This relationship is to be upheld and the two units are to maintain supportive and constructive relationships. 
· Provide assistance with general up-keep of the Centre and grounds as required.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.  Duties and responsibilities can be amended from time to time by the Feline Animal Care Team Leader.





INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· Animal Care Team Leaders
· Senior Animal Attendants
· SPCA Veterinary team
· Centre Manager
· Other SPCA Christchurch Centre staff
· Consultant Veterinary Staff
· Volunteers and fosterers

EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Members of the public
· Other Animal Welfare Agencies
· Christchurch city council
· New Zealand Police
· Vet clinics

PERSON SPECIFICATION:
Qualifications, Skills, Knowledge and Experience 
· A Vet Nursing Qualification is most desirable
· A Certificate in Animal Care or equivalent is required
· Qualifications or relevant experience in the animals care/welfare industry
· Confidence in handling companion animals displaying a range of temperaments 
· Experience in Animal drug administration 
· A sound understanding of animal behaviour – normal v abnormal
· An understanding of Contagious and Zoonotic diseases is desirable
Personal Attributes
· Ability to work effectively without supervision and effectively prioritise daily tasks. 
· Ability to receive and give appropriate effective advice, input and feedback. 
· Ability to work effectively without supervision 
· A commitment to high quality work and professionalism. 
· Excellent interpersonal skills – communicate effectively with customers, volunteers and other employees. 
· Demonstrated strengths in accuracy, precision and attention to detail. 
· Ability to work effectively as part of a team as well as to work alone. 
· Ability to manage confidential information with responsibility and integrity. 
· Demonstrated flexibility and adaptability (will include flexibility of hours) 
· Commitment to ongoing professional development. 
· Highly organised with the ability to prioritise, multi task and meet expected deadlines 
· Ability to manage stress and handle emotional situations while retaining empathy 
· Is professional and works collaboratively with all members of staff, including Volunteers. 
· Ability to work in all weather conditions. 
· Ability to work in the field which requires physical fitness
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