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 -ANIMAL CONTROL OFFICER


	Job Title:
	Animal Control Officer
	Covered Position:
	KPERS

	Department:
	Operational Services and Community Outreach
	Job Grade:
	14

	Reports To:
	
	FLSA Status:
	Non-Exempt



Job Purpose and Objectives: 
Responsible for enforcing animal-related laws and ordinances while responding to calls related to animal welfare, ensuring the safety of both people and animals of Riley County. 

Supervisory/Management Responsibilities:
	|_|
	Yes
	[bookmark: Check2]|X|
	No
	This position is responsible for the supervision/leadership of employees, which includes making employment-related decisions and/or recommendations, and formally evaluating performance.



Job Competencies: Essential Functions The duties listed are typical examples of the work, they are neither restricted to nor all-encompassing of the duties to be performed under this job title.  RCPD retains the right to modify or change the essential and additional functions of the job at any time.

1. Investigates and responds to complaints about stray animals, animal cruelty, and dangerous animals in the community
2. Enforces local animal control laws, including issuing citations for violations such as leash laws, licensing, and dangerous animal ordinances
3. Safely captures, contains, and transports injured, stray, or abandoned animals to designated shelters or veterinary clinics
4. Investigates incidents involving animal cruelty or neglect, gather evidence, and write detailed reports for legal action when necessary
5. Educates the public on responsible pet ownership, animal care, and animal rights through outreach programs, presentations, and community events
6. Responds to situations involving dangerous or aggressive animals and ensure the safety of the public by using appropriate non-lethal methods of control
7. Works in coordination with animal shelters, veterinarians, and other organizations to ensure proper care and adoption of animals
8. Maintains accurate records of all cases, including animal impoundments, complaints, investigations, and citations
9. Responds to emergency calls involving animals, including injured or sick animals, and offer immediate assistance or contact appropriate resources
10. Enforce and maintain compliance with all federal, state and local laws and ordinances
11. Perform other duties as assigned or deemed necessary
12. Comply with all organizational and department policies and procedures
13. Operate all job-related equipment, machinery, tools and other aids as required or needed in accordance with appropriate safety protocols and equipment manuals
14. Protect and maintain any confidential information directly or indirectly exposed to, whether oral, written, or electronic
15. Maintains legal and ethical standards both on and off duty and rejects gratuities for personal gain or that could compromise professional integrity

Position Requirements and Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Position Requirements:
1. Must be 18 years old and able to work legally in the United States
2. High school diploma or equivalent
3. Prior experience working with animals in animal control, law enforcement or animal care settings preferred
4. Must be willing to receive pre-exposure rabies vaccines.
5. Must be willing to obtain ACO certification, Euthanasia training, Chemical Capture certification and any other training required that is provided by the City of Manhattan
6. Must be able to be on-call
7. Successfully pass all pre-employment requirements such as physical screen, drug test, CVSA and extensive background check
8. Lives within a thirty-mile radius of the Riley County Police Department

Certifications / Licenses:
1. Certifications or training in animal control, law enforcement or animal care preferred
2. First Aid/CPR certification preferred
3. NACA training/certification or be able to obtain certification within 12 months of hire date
4. Possess a valid Kansas driver’s license. Some exceptions apply for non-Kansas State residents. 


Skills/Knowledge/Abilities:
1. Knowledge of animal behavior and welfare, general computer software programs and other police department related software
2. Knowledge and understanding of Police Dispatch codes and standard police report writing format
3. Knowledge of the City and County Codes for the townships, cities, and unincorporated areas within Riley County
4. Ability to work with animal control equipment such as traps, cages and restraint tools
5. Excellent time management skills and ability to multi-task and prioritize work
6. Ability to fulfill all duties with minimal supervision and to work independently
7. Assess situations rapidly and make logical decisions in a timely manner
8. Analyze facts and exercise sound judgment
9. Ability to effectively manage projects and multiple priorities simultaneously
10. Strong written and verbal communication skills
11. Problem solving and critical thinking skills
12. Strong math, spelling, computer, and calculator abilities
13. Ability to communicate in a professional, calm and courteous manner with the general public and employees
14. Attention to detail

Work Environment and Physical Demands: The work environment characteristics and physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable Accommodations may be made to enable individuals with disabilities to perform the essential functions.   This position is classified as Physical Demand Category (PDC) Heavy Work based on physical demands.



	Physical Demands

	Task Performed in a TYPICAL Scheduled Shift
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	GENERAL 

	Standing
	|_|
	[bookmark: Check6]|_|
	|_|
	|X|

	Walking
	|_|
	|_|
	|_|
	|X|

	Sitting
	|_|
	|X|
	|_|
	|_|

	Reclining
	|_|
	|X|
	|_|
	|_|

	Driving
	|_|
	|_|
	|X|
	|_|

	Pursue / Run
	|_|
	|_|
	|X|
	|_|

	Change of Position
	|_|
	|X|
	|_|
	|_|

	Hearing
	|_|
	|_|
	|X|
	|_|

	Speaking
	|_|
	|_|
	|X|
	|_|

	VISION / SIGHT

	20 inches or less
	|_|
	|_|
	|X|
	|_|

	20 feet or more
	|_|
	|_|
	|X|
	|_|

	Color Vision
	|_|
	|X|
	|_|
	|_|

	REACHING (Extended Hands / Arms)

	At Shoulder Level
	|_|
	|_|
	|X|
	|_|

	Above Shoulder Level
	|_|
	|_|
	|X|
	|_|

	Below Shoulder Level
	|_|
	|_|
	|X|
	|_|

	HAND / WRIST MOTIONS 

	Handling (Hold, Grasp, Seize, Turn)
	|_|
	|_|
	|X|
	|_|

	Fingering (Pinch / Pick)
	|_|
	|_|
	|X|
	|_|

	Feeling (Perceive Attributes of Objects)
	|_|
	|_|
	|X|
	|_|

	LOWER EXTREMITIES 

	Crouching / Squatting (Bend Legs / Spine)
	|_|
	|_|
	|X|
	|_|

	Crawling
	|_|
	|_|
	|X|
	|_|

	Balancing
	|_|
	|X|
	|_|
	|_|

	Stooping (Bend at Waist)
	|_|
	|_|
	|X|
	|_|

	Kneeling
	|_|
	|_|
	|X|
	|_|

	Jumping
	|_|
	|_|
	|X|
	|_|

	Twisting
	|_|
	|X|
	|_|
	|_|

	CLIMBING 

	Ladder
	|_|
	|X|
	|_|
	|_|

	Stairs
	|_|
	|X|
	|_|
	|_|

	Scaffolding
	|X|
	|_|
	|_|
	|_|

	Ramp
	|_|
	|X|
	|_|
	|_|

	Pole
	|X|
	|_|
	|_|
	|_|

	In/Out of Machine
	|X|
	|_|
	|_|
	|_|

	LIFTING / CARRYING

	Up to 10 lbs
	|_|
	|_|
	|X|
	|_|

	10 – 20 lbs
	|_|
	|_|
	|X|
	|_|

	21 – 50 lbs
	|_|
	|_|
	|X|
	|_|

	51 – 100 lbs
	|_|
	|X|
	|_|
	|_|

	>100 lbs
	TANDEM ONLY – NEVER ALONE

	PUSHING / PULLING

	Up to 10 lbs
	|_|
	|X|
	|_|
	|_|

	10 – 20 lbs
	|_|
	|X|
	|_|
	|_|

	21 – 50 lbs
	|_|
	|X|
	|_|
	|_|

	51 – 100 lbs
	|_|
	|X|
	|_|
	|_|

	>100 lbs
	TANDEM ONLY – NEVER ALONE



	Environmental Demands

	LOCATION OF THE JOB 
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Outdoor
	|_|
	|_|
	|_|
	|X|

	Indoor
	|_|
	|_|
	|X|
	|_|

	Underground
	|X|
	|_|
	|_|
	|_|

	Pit / Confined Space
	|_|
	|X|
	|_|
	|_|

	Personal Lift – Aerial Work Platform (AWP)
	|X|
	|_|
	|_|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|

	OBJECTIONABLE CONDITIONS
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Driving / Travel
	|_|
	|_|
	|_|
	|X|

	Dust / Dirt
	|_|
	|_|
	|X|
	|_|

	Extreme Environmental Conditions
	|_|
	|_|
	|X|
	|_|

	Sudden Temperature Change
	|_|
	|_|
	|X|
	|_|

	Uneven Terrain
	|_|
	|X|
	|_|
	|_|

	Excessive Noise
	|_|
	|X|
	|_|
	|_|

	Excessive Vibration
	|_|
	|X|
	|_|
	|_|

	Fumes / Odors / Gasses
	|_|
	|X|
	|_|
	|_|

	Chemical Agents
	|_|
	|_|
	|X|
	|_|

	Darkness / Poor Lighting
	|_|
	|X|
	|_|
	|_|

	Sharp Tools / Instruments
	|X|
	|_|
	|_|
	|_|

	Hot Material
	|X|
	|_|
	|_|
	|_|

	Cramped Quarters
	|_|
	|X|
	|_|
	|_|

	Heights
	|_|
	|X|
	|_|
	|_|

	Repetitive Motion
	|_|
	|X|
	|_|
	|_|

	UNDESIRABLE CONDITIONS 
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Elevated Workspace
	|X|
	|_|
	|_|
	|_|

	Mechanical Hazards
	|X|
	|_|
	|_|
	|_|

	Electrical Hazards
	|X|
	|_|
	|_|
	|_|

	Fire Hazards
	|X|
	|_|
	|_|
	|_|

	Explosives
	|X|
	|_|
	|_|
	|_|

	Radiation
	|X|
	|_|
	|_|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|



	Personal Protective Equipment (PPE) Requirements

	Specific Personal Protective Equipment (PPE)
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Head Protection
	|_|
	|X|
	|_|
	|_|

	Hand Protection
	|_|
	|_|
	|X|
	|_|

	Arm Protection
	|_|
	|_|
	|X|
	|_|

	Eye Protection
	|_|
	|_|
	|X|
	|_|

	Face Protection
	|_|
	|X|
	|_|
	|_|

	Respiratory Protection
	|X|
	|_|
	|_|
	|_|

	Hearing Protection
	|X|
	|_|
	|_|
	|_|

	Foot Protection
	|_|
	|X|
	|_|
	|_|

	Leg Protection
	|_|
	|X|
	|_|
	|_|

	Body Protection
	|X|
	|_|
	|_|
	|_|

	Fall Protection
	|X|
	|_|
	|_|
	|_|

	Access Protection
	|X|
	|_|
	|_|
	|_|

	Other: Animal Control Devices
	|_|
	|_|
	|X|
	|_|



	Machines / Equipment Used

	SPECIFIC EQUIPMENT / MACHINE(S) USED
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Computer
	|_|
	|_|
	|X|
	|_|

	Telephone
	|_|
	|_|
	|_|
	|X|

	Cell Phone
	|_|
	|_|
	|X|
	|_|

	2-Way Radio
	|_|
	|_|
	|X|
	|_|

	Copier, Scanner, Fax Machine
	|_|
	|_|
	|X|
	|_|

	Tape Measure
	|X|
	|_|
	|_|
	|_|

	Hand Tools
	|_|
	|X|
	|_|
	|_|

	Power Tools
	|_|
	|X|
	|_|
	|_|

	Forklift
	|X|
	|_|
	|_|
	|_|

	Ladder / Scaffold
	|_|
	|X|
	|_|
	|_|

	Other: Animal Cages
	|_|
	|_|
	|X|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|

	MACHINE CONTROL OPERATION
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	Arm / Hand
	|_|
	|_|
	|X|
	|_|

	Leg / Foot
	|_|
	|_|
	|X|
	|_|

	Simple Grasp (Grasp Lightly)
	|_|
	|X|
	|_|
	|_|

	Firm Grasp (Use Pressure / Force)
	|_|
	|X|
	|_|
	|_|

	Fine Manipulation
	|_|
	|X|
	|_|
	|_|



	Specific Computer Software / Applications

	COMPUTER SOFTWARE / APPLICATIONS
	N/A
	Seldom to Occasionally 
(1%-33%)
	Occasionally to Frequently 
(34%-66%)
	Continuously/ Constantly 
(67%-100%)

	MS Office (Word, Excel, Outlook)
	|_|
	|_|
	|X|
	|_|

	Other:      
	|_|
	|_|
	|_|
	|_|



Confidential and/or sensitive information, if any, is accessible by an employee to perform the duties of the job:
	|_|
	Employee Information
	|_|
	Managerial Information

	|X|
	Organizational Information
	|_|
	Professional Information

	|X|
	Customer / Contact Information
	|_|
	Other: 



Personal contacts an employee makes with others (face-to-face and telephone) to perform the duties of the job:
	|X|
	Within the immediate organization, department, office, project, or work unit, and in related or support units; and/or with members of the public in very highly structured situations


	|X|
	With employees in the same organization, but outside the immediate department or division and/or with members of the public, as individuals or groups, in a moderately structured setting

	|X|
	With individuals or groups from outside the organization in a moderately unstructured setting The contacts are not established on a routine basis; the purpose and extent of each contact is different


	|_|
	With high-ranking officials from outside the organization at national or international levels in highly unstructured settings



Acknowledgement: 
This job description was reviewed with me and I understand that nothing in this job description restricts The Organization's right to assign, reassign or eliminate duties and responsibilities to this job at any time This job description reflects The Organization's assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions This job description is not intended as a contract of employment, nor to be construed as a guarantee of employment for any specific period of time or any specific type of work I agree and acknowledge that my employment is “at will” and can be terminated, with or without cause or notice, at any time by The Organization or myself

	
	
	
	
	

	Employee Name (Print)
	
	Signature
	
	Date



	
	
	
	
	

	Supervisor / Department Director (Print)
	
	Signature
	
	Date
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