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JOB SPECIFICATION MEMORANDUM

TO: All agencies citywide
Holders of Job Specification Books
FROM: Alena Martinez
DATE: May 2, 2008
SUBJECT: New and/or revised Job Specifications

Attached are revised and/or new job specifications. These should be placed in your job specification book.

Old job specifications listed in the column “Job Specifications to be Removed” should be removed from your
book and destroyed.

Agencies that hold only selected job specifications may discard those that are not classes within their agency.

New and Revised Job Specifications
Job Specifications to be Removed

Animal Care Attendant
Est. 04/06/2008

Animal Care Supervisor
Est. 04/06/2008

County Court Parking Magistrate County Court Parking Magistrate
Rev. 03/23/2008 Rev. 10/16/2005

Judicial Assistant |
Est. 03/23/2008

Judicial Assistant Il
Est. 03/23/2008

Judicial Assistant IlI
Est. 03/23/2008

Judicial Assistant IV
Est. 03/23/2008
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Animal Care Attendant

| GENERAL STATEMENT OF CLASS DUTIES

Performs caretaking work for animals in custody of the Denver Municipal Animal Shelter (DMAS).
Ensures that all animals have a clean living environment, drinking water and food as per feeding
instructions. Properly restrains animals while being loaded/moved, and during veterinary examinations.
Reports health concerns to veterinary staff. Socializes animals, verifies the paperwork to ensure health
evaluation checklist is completed as instructed. Shelter attendants are expected to perform a high level of
animal care and customer care.

| DISTINGUISHING CHARACTERISTICS

This class is distinguished from Zoo Commissary Worker, which prepares scientifically recommended
diets for zoo animals, maintains the zoo commissary kitchen facility, and receives and distributes various
supplies and equipment. This class is also distinguished from Veterinary Technician, which monitors and
participates in the care of animals at the DMAS including assists with care for ill and injured animals,
injections, evaluates health and prioritize treatment of animals that enter the shelter, evaluates health of
animals prior to placement for adoption, etc. This class is also distinguished from Zookeeper, which
provides for the safe exhibition, handling, feeding and scientific husbandry of an assigned animal species
at the Denver Zoo.

Guidelines, Difficulty and Decision Making Level:

Procedures, methods and techniques to be used are well established with options to be
considered well defined. Tools, work aids and materials to be used are specified. Work steps are
demonstrated or made clear by straightforward oral instructions.

Level of Supervision Received and Quality Review:
Under normal supervision, within a standardized work situation, the employee performs duties
common to the line of work without close supervision or detailed instruction. Work product is
subject to continual review.

Interpersonal Communications and Purpose:
Contacts with the public or employees where factual information relative to the organization or its
functions is received and relayed, or a service rendered, according to established procedures or
instructions.

Level of Supervision Exercised:

None
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ESSENTIAL DUTIES

Properly restrains animals while moving, loading, or during veterinary examinations.

Follow shelter protocols/procedures in releasing all animals, including those that are potentially
dangerous to owners.

Reports any animal health concerns to veterinary staff and the supervisor.

Ensures that all animals have a clean shelter environment, have water at all times and food as per
feeding instructions.

Treats animals with kindness and provides proper care at all times.

Works with treatable and manageable animals that can be rehabilitated to socialize them and make them
adoptable.

Performs formal behavioral evaluations prior to animals being placed up for adoption as instructed.
Verifies animal against cage card for breed, color, and cage number before moving the animal.

Ensures that no animal(s) are walked by prospective new owners or owners without approval of shelter
supervisor, shelter manger, or the Director.

Accurately logs information per standard procedures when completing move sheets, cage cards, reports,
time sheets, and other required paperwork in a timely fashion.

Cleans and sanitizes all cages and kennels as per DMAS protocols.

Cleans cooler, bathrooms, entrance, lobby roll call room, locker room, bonding room, and office area as
per instructions and conducts special cleaning projects as assigned.

Verifies the identity of animals to be euthanized per DMAS protocols. After training and proficiency testing
and according to DMAS protocols, properly restrains animals for euthanasia, performs and completes
required euthanasia paperwork.

Assists visitors looking for lost animals or animals for adoption and provides animal care information.
Responds to inquiries from citizens, rescue groups and others about adoption, rescue or placement of
impounded animals, then places animals on special hold status per instructions and notifies
management.

Attends all required training classes/meetings.

Any one position may not include all of the duties listed.
However, the allocation of positions will be determined by
the amount of time spent in performing the essential duties
listed above.

| MINIMUM QUALIFICATIONS

Competencies, Knowledge & Skills:

Animal Husbandry — Knowledge of the proper care and handling of animals, including feeding,
controlling, restraining, injuries, and general health.
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Animal Care Supervisor

| GENERAL STATEMENT OF CLASS DUTIES

Supervises/works as an Animal Care Attendant performing animal care duties assuring a high quality-
level of animal care including, monitoring adequate/timely feeding of animals, notes any signs of
illness/behavioral concerns, checking on adequate supplies, and ensuring the safety/cleanliness of work
environment is maintained as the shelter protocols for all animals.

DISTINGUISHING CHARACTERISTICS

This is a working supervisory class. This class is distinguished from the Animal Care Attendant by its
supervisory element. This class is also distinguished from the Zoo Area Supervisor, which supervises
zookeepers/zoo commissary workers ensuring the safe care/feeding of zoo species and proper
maintenance of their habitat including preparing special diets i.e. fruits/vegetables/meat/fish, cutting/
combining food stuff, etc.,

Guidelines, Difficulty and Decision Making Level:
Guidelines are in the form of stated objectives for the section, unit, function or project.

Work assignment is generally unstructured and employee is responsible for assigning and
supervising a variety of functions to achieve the objectives of the section, unit or project. Duties
performed involve weighing and evaluating factors requiring judgment, analytical ability and
problem solving.

Employee is responsible for simultaneous coordination and supervision of several functions,
programs or projects in various stages of completion.

Level of Supervision Received and Quality Review:

Under general supervision, the employee receives assignments and is expected to carry them
through to completion with substantial independence. Work is reviewed for adherence to
instructions, accuracy, completeness and conformance to standard practice or precedent.
Recurring work clearly covered by guidelines may or may not be reviewed.

Interpersonal Communications and Purpose:
Contacts of a non-prescribed nature involving the negotiation and resolution of non-routine

problems encountered and where exceptional degrees of discretion and judgment and
specialized knowledge are required in carrying out the programs and policies of an organization.
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Level of Supervision Exercised:

First-line supervisory over Animal Care Attendants/volunteers.

ESSENTIAL DUTIES

In addition to performing the Animal Care Attendant job duties/responsibilities, performs the first-line
supervisory supervising the Animal Care Attendants/volunteers working the Animal Care duties.

Supervises Animal Care Attendant(s)/ volunteer(s) to ensure quality animal care is provided at all times
and makes recommendations on areas that need improvement for quality/growth, ensures/provides
guidance to staff for situations that requires immediate problem resolutions, and ensures the safety/
cleanliness of work environment is maintained at all times.

Supervises daily job responsibilities of staff/volunteers, establishes/distributes work schedules to
supervised staff/volunteers, checks their work and provides adequate feedback, plans training/
development for staff/volunteers, administers immediate disciplinary action, communicates problems to
the shelter management, and resolve their work issues. Provides shelter manager with input for Animal
Care Attendants PEP and performance reviews.

Ensures overall maintenance and availability of supplies/inventory, monitors to ensure adequate/timely
feeding of all animals, observes animals to ensure proper care and notes any signs of illness/behavioral
problems, ensures timely stocking of food supply/cleaning supply bins as needed,.

Follows up on Animal Care Attendant(s) to ensure feed sheets/records/cleaning procedures and
schedules are maintained. Provides/ensures constant humane care and handling of the animals, updates
animal records, and observes/reports any kenneled animals health symptoms requiring medical attention.

Cleans/sanitizes animal kennels during morning/evening cleaning for disease control, conducts routine
spot checks/cleaning throughout the day, maintains a clean/safe environment for the animals and the
public at all times, maintains cleaning equipment to ensure proper functioning and safety for use, reports
any damaged equipment, ensures compliance with OSHA and PACFA regulations is adhered to at all
times.

Performs euthanasia on a regular rotating schedule and/or serves as a back up as needed. Monitors and
records amounts of controlled substance used in compliance with DEA regulations and State Health
Department requirements per shelter protocol.

Any one position may not include all of the duties listed.
However, the allocation of positions will be determined by
the amount of time spent in performing the essential duties
listed above.

| MINIMUM QUALIFICATIONS

Competencies, Knowledge & Skills:

Animal Care — Knowledge of the care and handling of animals, including feeding, controlling,
restraining, and general health and injuries.
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Integrity/Honesty — Contributes to maintaining the integrity of the organization displays high
standards of ethical conduct and understand the impact of violating these standards on an
organization, self, and others; is trustworthy.

Teamwork — Encourages and facilitates cooperation, pride, trust, and group identity; fosters
commitment and team spirit, works with others to achieve goals.

Problem Solving — Identifies problems; determines accuracy and relevance of information; uses
sound judgment to generate and evaluate alternatives, and to make recommendations.

Organizational Awareness — Knows the organization’s mission and functions, and how it's
social, political, and technological systems works and operates effectively within them; this
includes the program policies, procedures, rules and regulations of the organization.

Decision Making — Makes sound, well informed, and objective decisions and communicates to

action.

Reasoning — Identifies rules, principles, or relationships that explain facts, data, or other
information; analyzes information and makes correct inferences or draws accurate
conclusions.

Teaching Others — Helps others learn though formal or informal methods; identifies training
needs; provides constructive feedback; coaches others on how to perform tasks, acts as a
mentor.

Customer Service — Works with those who receive the services to assess their needs, provide
adequate information/assistance, resolve their problems and satisfy their expectations, and
refer them to appropriate resources if necessary.

Attention to Detail — Is thorough when performing work and conscientious about attending to
detail.

Interpersonal Skills — Shows understanding, friendliness, courtesy, tact, empathy concerns, and
politeness to others; develops and maintains effective relationships with others, etc.

Visual ldentification — Accurately identifies people, animals, or objects based on knowledge of
their characteristics.

Reading — Understands and interprets written material, including technical materials, rules,
regulations, instructions, reports etc.

Writing — Recognizes or uses correct English grammar, punctuation and spelling; be able to
communicate information in writing.

Oral Communication — Expresses information by making clear and convincing oral
communications.

Hazardous Materials — Knowledge of hazardous materials and waste and their uses,
interactions, dangers, production, handling, storage and disposal of hazardous materials.

Knowledge of supervisory principles to optimally supervise staff and volunteers.

Knowledge of safety hazards and necessary safety precautions and assures a safe working
environment.










