09500


Supervisor III– Animal Control Officer

Grade:  8

FLSA: Non-Exempt

Date:
7/22

Job Summary:  Supervises the daily operations and staff of specific department operations (typically larger or more complex areas); supervises, trains, and evaluates assigned staff; performs other duties as assigned. 

Essential Functions:
1. Supervises the daily operations of specific department operations; 

2. Plans, implements, and evaluates task-specific activities;

3. Supervises, trains, and evaluates assigned staff in assigned area; participates in hiring decisions;

4. Enforces and explains departmental policies and procedures to assigned staff and members of the public;

5. Schedules work tasks and/or equipment allocations for day-to-day work activities;

6. Monitors employees time, leave requests, and overtime; performs employee evaluations;

7. Evaluates and recommends personnel for disciplinary procedures in compliance with County personnel policies and procedures;

8. Prepares and submits relevant financial and/or statistical reports;

9. Plans for and provides input to annual operating and capital budgets; prepares budget requests;

10. Reviews safety rules and regulations with subordinate staff in compliance with Federal, State, and Local regulatory agencies; 

11. Documents any personnel incidents;

12. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Expert knowledge of department practices and procedures;

4. Knowledge of relevant Federal, State, and Local regulations relative to the operations of the department;

5. Ability to effectively communicate with other staff members;
6. Ability to supervise, schedule, train, and motivate subordinate staff;
7. Ability to prioritize and multitask; 
8. Ability to use available resources to research information;

9. Ability to keep accurate records;
10. Ability to operate relevant computer systems, including hardware and software.


Additional Requirements:

1. Must pass pre-employment physical;
2. Must have Pre-exposure rabies vaccination series within 90 days of employment;
3. Must successfully complete the following FEMA Independent Study courses within the first 
      year of employment:
a. ICS-100: Introduction to the Incident Command System;
b. ICS-200: ICS for Single Resources and Initial Action Incidents;
c. IS-700: National Incident Management System, An Introduction;
d. IS-10.a Animals in Disasters: Awareness and Preparedness; 

e. IS-11.a Animals in Disasters: Community Planning; 

f. IS-111.a Livestock in Disasters;
g. IS-240.b Leadership and Influence; 

h. IS-241.b Decision Making and Problem Solving; 

i. IS-242.b Effective Communication; 

Education and Experience: 
1. High school diploma or G.E.D.;

2. Four years or more of related experience or additional education in a specialized area;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work may involve risks or discomforts which require special safety precautions, e.g., working around moving parts, constructions sites or machines. Employees may be required to use protective gear such as boots and gloves; ability to climb ladders, work in and around manholes and work on construction sites, may require working in adverse weather conditions.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.

_________________________




______________

HR Representative






Date

Your signature below indicates that you have received a copy of this position description.

_________________________




______________

Employee’s Signature






Date
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