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POSITION DESCRIPTION

TITLE: Live Release Coordinator 
GENERAL DESCRIPTION

The essential function of this position is to perform routine-to-moderately complex administrative, secretarial and clerical work in support of effective and efficient office operations. Provides professional and courteous customer service at all times and performs related duties as required. Coordinates with public seeking to adopt pets, coordinates with animal rescue groups, coordinates with outside agencies to place animals for adoption. Organizes adoption events and coordinates with event sponsors. Administers Trap, Neuter, Release Programs, public outreach, and volunteer programs.
This position may be required to assist with emergency support functions in the event of a declared emergency and/or any other emergency duties as assigned.

PRIMARY DUTIES: This list represents the essential tasks performed by the position. Employees may be assigned additional duties by management as required.
Coordinates the transfer/adoption of shelter animals to rescue groups and/or private adopters.

Oversees the volunteer program, including training, recruitment and coordinates volunteers with appropriate tasks in cooperation with shelter management. 

Coordinates Foster Program, including the temporary transfer of young, injured, or special needs animals to foster volunteers.  Maintains all volunteer lists, assignment of duties, and tracking volunteer hours.
Coordinates special adoption and education events;

Coordinates off-site veterinary appointments with volunteers and staff;

Assists with Trap, Neuter, Release Programs, including education of the public regarding community cats and TNR Principles. 

Assists in updating the Shelter Social Media outlets.

Assists in obtaining pet photos for Shelter Pets, including uploading to Adopt-A-Pet, Petfinder, and other appropriate websites. 
Assists adopters and volunteers in verifying pet’s health and behavioral records: ensures all animals adopted or transferred have been sterilized prior to transfer out of the shelter. 
Assists in behavioral assessments and matching appropriate animals with the right owner. 

Greets and assists customers and other department visitors.

Answers the telephone; provides accurate information and/or forwards calls to appropriate staff person; takes messages as necessary.

Receives complaints of dogs, cats or other animals creating nuisances and notifies appropriate County personnel for investigation and response.

Provides public education regarding animal care; explains ordinances related to the care and keeping of animals.

May provide basic animal care, including bathing, feeding, and observing animal behavior; transports animals to veterinarians’ offices for medical testing and treatment as necessary.
Redeems animals to proper owners; processes unclaimed animals for adoption.

Collects, receipts and records various fees and fines.

Maintains assigned equipment; 
May participate in the daily maintenance of facility.

Maintains records of daily work activities.

Performs other routine clerical duties as required, including but not limited to preparing records and reports, entering and retrieving computer data, copying and filing documents.

Attends training, meetings or workshops as necessary to enhance job knowledge and skills.
Additional duties as assigned.
GENERAL RESPONSIBILITIES AND REQUIREMENTS

DATA RESPONSIBILITY: “Data Responsibility” refers to information, knowledge, and conceptions obtained by observation, investigation, interpretation, visualization, and mental creation.  Data are intangible and include numbers, words, symbols, ideas, concepts, and oral verbalizations.

Compiles, examines, or evaluates data or information and possibly recommends action based on results.
PEOPLE RESPONSIBILITY: “People Responsibility” refers to individuals who have contact with or are influenced by the position. 
Attends to the needs or requests of people and exchanges information with them.
ASSETS RESPONSIBILITY: “Assets Responsibility” refers to the responsibility for achieving economies or preventing loss within the organization.

Requires responsibility and opportunity for achieving moderate economies and/or preventing moderate losses through the management or handling of supplies of high value or moderate amounts of money.
MATHEMATICAL REQUIREMENTS: “Mathematics” deals with quantities, magnitudes, and forms and their relationships and attributes by the use of numbers and symbols.

Uses addition, subtraction, multiplication, and division; may compute ratios, rates, and percents.
COMMUNICATIONS REQUIREMENTS: “Communications” involves the ability to read, write, and speak.

Reads routine sentences or instructions; writes routine sentences and completes routine work forms; speaks routine sentences using standard grammar.
COMPLEXITY OF WORK: “Complexity of Work” addresses the analysis, initiative, ingenuity, creativity, and concentration required by the position and the presence of any unusual pressures.

Performs skilled work involving rules/systems with almost constant problem solving; requires normal attention with short periods of concentration for accurate results and occasional exposure to unusual pressure.
IMPACT OF DECISIONS:  “Impact of Decisions” refers to consequences such as damage to property, loss of data or property, exposure of the organization to legal liability, or injury or death to individuals.

Makes decisions with moderately serious impact - affects work unit and may affect other units or citizens.
EQUIPMENT USAGE: “Equipment Usage” refers to inanimate objects such as substances, materials, machines, tools, equipment, work aids, or products.  A thing is tangible and has shape, form, and other physical characteristics.

Handles machines, tools, equipment, or work aids involving moderate latitude for judgment regarding attainment of standard or in selecting appropriate items, including a County vehicle and trailer, animal capture and restraint devices, general office equipment.
SAFETY OF OTHERS:  “Safety of Others” refers to the responsibility for other people’s safety, either inherent in the job or to assure the safety of the general public.

Requires responsibility for the safety and health of others and for occasional enforcement of the laws and standards of public health and safety.
EDUCATION AND EXPERIENCE REQUIREMENTS

The County may consider an equivalent combination of education and experience for selected position postings on a year-for-year basis, provided that the education/experience is in a relevant or related field.

EDUCATION REQUIREMENTS: “Education Requirements” refers to job specific training and education required for entry into the position.
Requires high school diploma, GED, or vocational training.
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: “Licenses, Certifications, and Registrations” refers to professional, state, or federal licenses, certifications, or registrations required to enter the position.
Requires a valid Florida driver’s license.
EXPERIENCE REQUIREMENTS: “Experience Requirements” refers to the amount of work experience that is required for entry into the position that would result in reasonable expectation that the person can perform the tasks required by the position. 
Requires two years of related experience.
AMERICANS WITH DISABILITIES REQUIREMENTS

PHYSICAL DEMANDS: “Physical Demands” refers to the requirements for physical exertion and coordination of limb and body movement.
Requires medium to heavy work involving exerting up to 50 pounds of force on a frequent basis and exceptional dexterity and skill in operating machinery, tools, or office equipment.
UNAVOIDABLE HAZARDS: “Unavoidable Hazards” refers to unusual conditions in the work environment that may cause illness or injury.
The position is exposed to extreme heat/cold, wet or humid conditions, bright/dim lights, dust or pollen, intense noise levels, vibration, fumes or noxious odors, moving mechanical parts, electrical shock, heights, violence, disease/pathogens, traffic, animals/wildlife, toxic or caustic chemicals. 

SENSORY REQUIREMENTS: “Sensory Requirements” refers to hearing, sight, touch, taste, and smell necessary to perform the tasks required by the position efficiently.
The position requires normal visual acuity and field of vision, hearing and speaking abilities, color perception, depth perception.

AMERICANS WITH DISABILITIES ACT COMPLIANCE

Lake County is an Equal Opportunity Employer.  ADA requires the County to provide adequate accommodations to qualified persons with disabilities. Prospective and current employees are encouraged to discuss ADA accommodations with management.

APPROVAL SECTION
Supervisor: __________________________________
Date: _____________________

Employee: __________________________________
Date: _____________________

Employee Services: ___________________________
Date: _____________________
Print Employee Name: 			
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