POSITION DESCRIPTION
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POSITION TITLE:		Animal Attendant - Livestock & Foster Coordinator
LOCATION:	Christchurch Centre
REPORTS TO:	Team Leader – Canine and Livestock
DIRECT REPORTS:	None		
· PURPOSE: To provide for the physical health and behavioral needs of all animals housed in the livestock units. 
· To develop, coordinate and maintain sustainable Foster programs at the Christchurch SPCA Centre, with specific emphasis aimed at Livestock.
· To work in support with the Foster Coordinator – Feline and Small Animals and Foster Coordinator - Canine, to ensure effective, efficient, and consistent running of all Christchurch foster programs. 
· To support the Animal Care Teams leaders as required by ensuring efficient and effective operation of the animal centre and that centre standards are maintained.

	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Provides effective care for those animals housed at the centre
	The physical health and behavioural needs specific to equine and livestock animals housed at the centre are maintained to the highest standard, including but not limited to;
· Livestock facilities are maintained in a clean and tidy condition at all times. Includes clean house and farm paddocks, daily mucking out of paddocks, paddock maintenance (weed removal, line trimming etc.) and units remain well stocked with equipment and consumables.
· Handling and behavioural modification as well as regular grooming, hoof picking and rugging of animals as appropriate for the species specified.
· Assist members of the public with adoption enquiries. Assess and match them with a companion best suited to their needs and lifestyle in line with SPCA values and protocols. Advise them on the animal’s individual requirements and ensure all steps have been taken to complete the adoption. 
· When advised of incoming animals, prepare suitable facilities and housing to be able to accept these on arrival.
· Safe animal handling and socialization at all times, including assisting large animal veterinarians onsite.
· Organization of the vet or farrier as required, in conjunction with the Animal Care Team Leader.
· All animals receive the appropriate level of care and veterinary instructions are carried out and recorded. Medications are appropriately stored. 
· All animals in care are provided with adequate nutrition, water, shelter, enrichment and exercise according to their specific species and appropriate life stage.
· Daily medicating and monitoring of animals and their overall health.
· Ensuring the thorough assessment of incoming animals. This includes but may not be limited to:
· Ultraviolet lamping
· Flea, worm and other treatments
· Microchip scanning
· Nose-tail examination as an assessment of their health on incoming
· Completing admission processes in conjunction with inspector in charge to ensure accurate data entry and processing. 
· Aid in the care of pre and post-surgery animals
· Ensure any cleaning procedures are followed to isolate and reduce risk of disease transmission. 
· Work is completed according to the protocols detailed in the Animal Care Manual and Livestock Manual. 

	2. Develop, coordinate and maintain sustainable Foster Livestock programmes
	· Uses effective strategies to create and maintain an appropriate, current and effective database of Livestock Fosterers in conjunction with the other Foster Coordinators
· Prioritizes the placement of animals in foster homes when foster requests are received, ensuring foster animals are placed with an appropriate fosterer that is capable of providing the required care.
· Schedules the foster pick up and return appointments in support of the demands of the centre flow, ensuring the transition between the centre and foster home is as stress free as possible for the foster animal.
· Ensures appropriate level of foster supplies are maintained and in working order
· Have a proactive approach to delivering sustainable programs.
· Ensure foster inductions and trainings are organized and delivered well, ensuring both new and existing fosterers are trained and equipped to care for foster animals in their home. 
· Ensure that fosterers, & volunteers working within the foster department, have the support, skill set & knowledge to perform the tasks required.
· Be committed to ongoing recruitment & screening of fosterers with the aim of long term retention & sustainability of high caliber fosterers.
· Identifies & acts appropriately, & in a timely manner, when issues (including performance) relating to foster parents are encountered. Escalates concerns when necessary. 
· Ensuring the preparation & follow up of vet consultations for foster animals is a streamlined process for both the Foster department, foster parents, & the Veterinary Team. 
· Evaluates the most effective methods for supporting fosterers and develops ways to improve their support
· Investigates & analyses other foster programs & practices, identifying & evaluating opportunities to develop our program. Plans & implements these improvements where possible, under the direction of the Team Leader- Foster and Volunteer.  

	3. Administration
	· Shelter Buddy database is kept up to date as necessary & the records of all animals are accurate & available in the correct place, with thorough and honest information.
· Daily completion of all monitoring & observation records relating to health, including signing off any medications or treatments administered & maintaining objective & professional records required for inspectorate cases
· Ensuring preparation & follow up of vet rounds & external vet farrier & dental visits. 
· Contributing details of behaviours to aid in the assessment and suitability of rehoming
· Creating Shelter Buddy adoption portfolios for each animal available for adoption and ensuring all applications are followed up on in a timely manner and professional manner
· Any animals requiring disclaimers/indemnities have these attached to their records prior to being made available for adoption.
· Ensures comprehensive handover notes to other staff, volunteers and fosterers. 

	4. Participates as a professional and constructive member of the Animal Care and Foster Team, delivering high standards of performance and within SPCA’s policies and procedures.

	· Plans and participates in professional development for self and the team. 
· Maintain effective and positive working relations with all centre staff and external organizations. 
· Ensure all interactions and forms of enquiries and communications are attended to in a consistent, friendly and professional manner, regardless of the channel of communication. 
· Services are delivered as per SPCA policies and procedures.
· Contributes towards the achievement of strategic and operational goals of the SPCA.
· Participates as a professional and constructive member of the Animal Care and Foster Team
· Participates in relevant groups and forums to ensure that operational knowledge is up to date.
· Proactively contribute to the work of the SPCA generally. 

	
5. Supports process improvement groups and projects across the organisation to improve organisational performance. 

	
· Actively participates in these groups & works collaboratively with all members of staff to achieve goals. 
· Carries out project work as requested. 


	6. Actively contributes to Health & Safety 


	· Ensures compliance with the Health and Safety Act 2015 by:
· taking reasonable care of your own health and safety and ensure that you don’t cause harm to others 
· complying with all health and safety instructions, policies or procedures, including but not limited to;
· reporting incidents and unsafe practices as soon as they occur
· identifying risks, reporting them and taking appropriate action to mitigate them
· knowledge, and compliance of, emergency procedures
· completing mandatory training within the required timeframes

	7. Participates as a professional and constructive member of the Christchurch Team 
	· Attends team meetings as required. 
· Contributes towards the achievement of strategic and operational goals of the SPCA 
· Acts professionally and non-judgmentally. Embodies the SPCA values and strives to achieve the SPCA Mission.

	8. Volunteer Support and supervision
	· Ensures safety, support and wellbeing of volunteers working in your department. 
· Ensures duties and tasks being carried out by volunteers are being carried out in a safe and appropriate manner.
· Professional in all interactions with SPCA volunteers.

	9. Carries out other duties as required from time to time.
	· Provides support & assistance to SPCA events & campaigns as requested.
· Duties & responsibilities described above should not be construed as a complete & exhaustive list as it is not the intention to limit the scope or the functions of the position.  Duties & responsibilities can be amended from time to time by the Employer to meet any changing condition.



[bookmark: _GoBack]INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· All SPCA staff and Management
· Volunteers and foster parents
EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Other Animal Welfare Agencies
· Members of the Public
· Veterinary Providers
PERSON SPECIFICATION:
Qualifications and Experience 
· Experience and confidence in handling equine and livestock animals displaying a range of temperaments
· Experience in animal drug administration
· An understanding of animal behavior and zoonotic diseases is desirable 
· Experience in volunteer or staff management/supervision is desired
· High level of verbal and written communication including comfort in presenting to groups
· Experience and evidence based skills in animal care, handling, behaviour, enrichment and welfare – with specific emphasis on Livestock
Skills and Knowledge 
· Good interpersonal skills – ability to build rapport with employees, volunteers, other stakeholders and suppliers
· Effective time management skills, organization and planning abilities
· Ability to work effectively without supervision, including in a field which requires a degree of physical fitness
· Ability to manage confidential information with responsibility and integrity.
· Demonstrated skill in creative thinking and problem solving.
· Sound computer skills including the use of e-mail, internet and Microsoft Office applications.
· Current full driver’s license, with the ability to drive a manual vehicle and tow a trailer/float desirable. 
Personal Attributes
· A commitment to high quality work and professionalism.
· Highly organised with the ability to prioritise, multi task and meet expected deadlines.
· Ability to manage confidential information with responsibility and integrity.
· Ability to manage stress and handle emotional situations while retaining empathy. 
· Excellent written and oral communication skills.
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