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Position Description and Performance Agreement

Animal Shelter Assistant

Position No: CPO22RS

Position Classification: Grade 6

Status: Part Time

Position Revised on: July 2023

Position Written by: Companion Animals Team Leader
Division: City Planning

Branch: Environment and Regulatory Services
Reports to: Companion Animals Team Leader
Incumbent:

Start Date:

Special Conditions:

POSITION PURPOSE
1.1 To assist with all front counter and kennel duties as required

2 KEY ACCOUNTABILITIES

2.1 Provision of clerical and administrative support to the shelter

2.2 Provision of accurate information to the public and staff both by phone and over the counter
2.3 Provide cover within the kennel area as required

3 KEY DUTIES AND RESPONSIBILITIES

3.1 Counter and telephone enquiries
3.2 Impound and release of companion animals
3.3 Microchip and Vaccinate companion animals

3.4 Data Entry onto the Companion Animal Registry
3.5 To be responsible for the daily financial transactions and maintaining accurate banking and balance of

accounts
3.6 Cleaning of kennels and feeding of animals
3.7 Cleaning of office area as required
3.8 Weekend work as required
3.9 Liaising with welfare groups to co-ordinate release of animals

3.10 Transport animals to and from the clinics for treatment
3.11  Carry out microchipping & euthanasia of dogs & cats as required
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3.12
3.13

3.14

4.1

4.2

Participate in relevant projects in accordance with Council’s Project Management Framework.

During periods of natural disasters, emergencies, significant organisational change and other extraordinary
circumstances, you may be required under reasonable management direction to undertake alternate
responsibilities within other areas of Council in line with your skills, competence and training.

Other duties as directed by Companion Animals Team Leader, that are within the scope of your skills,
competence and training.

POSITION CRITERIA

Essential qualifications and/or licences:
TAFE / College Animal Handling Certificate or equivalent experience

Essential experience:

Data entry and computer skills using a variety of software packages
Sound administrative/clerical experience

Ability to handle / control companion animals

Cash handling experience

Desirable qualifications and/or licences:
Class C Licence

Microchip Implanters certificate
Euthanasia Authority/Certificate

Personal Attributes:

Good customer service skills and experience

Good communication skills

Ability to work under minimum supervision at times

Ability to work under pressure and deal with conflict through negotiation
Organisational skills/ability to meet deadlines

Self-motivation and initiative

Ability to maintain confidentiality

CORPORATE VALUES

H ealthy
E fficient
A ccountable

R espectful

T eam focused
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6 CORPORATE ACCOUNTABILITIES

6.1 e To ensure compliance with relevant legislation and statutory requirements

e To adhere to relevant delegations and council policies and procedures, including those related to
Council’'s Code of Conduct.

e To understand and respond to the needs of our customers in accordance with Council’s Values and
Customer Service Charter.

e To identify obsolete and inefficient practices and recommend changes where appropriate.

e Adhere to Council’s Enterprise Risk Management Policy and Framework and identify and manage
Enterprise and operational risks that fall under your scope of responsibility.

7 WH&S RESPONSIBILITIES

7.1 Hawkesbury City Council is committed to ensuring the health and safety of all who contact our works.
Staff Work Health and Safety responsibilities are mandated through the NSW Work Health and Safety Act
and the Hawkesbury City Council WHS Policy statement.
Procedural direction is provided by the Work Health Safety and Injury Management (WHS&IM) System
which is informed by the International Standard for Occupational Health and Safety. This System provides
processes and procedures for workers and visitors to manage health and safety in the workplace.
As an employee of Council, there are certain responsibilities, authorities and accountabilities (RAAs) which
are identified as part of the terms and conditions of your employment. These RAAs are supported by the
WHS&IM System Element 001 WHS Responsibilities which identifies actions to be taken, and the standards
to be achieved.

8 PERFORMANCE AGREEMENT

8.1 I am fully aware of the terms of this position description and | agree to deliver the requirements of the key
result areas to the best of my ability. | acknowledge that my performance will be assessed at least annually
in accordance with Council’s Employee Planning and Review process.

ACKNOWLEDGEMENT

9.1 I have signed below in acknowledgement of reading, understanding and accepting the contents of this
document. | accept that my duties may be varied from time to time, with consultation, to ensure that it
remains relevant and up to date.

Employee ‘ Date ‘

Privacy Notice

Council is bound by the provisions of the Privacy and Personal Information Protection Act 1998, in the collection, storage and utilisation of
personal information provided in this form. Accordingly, the personal information will only be utilised for the purposes for which it has been
obtained and may be available for public access and/or disclosure under various NSW Government legislation.

General Information

This document reflects the major elements and responsibilities of this position and is not designed to be prescriptive in nature. Employees can
therefore expect to undertake other duties to those identified.




