
 LEAD ANIMAL SHELTER ATTENDANT 
 
DEFINITION OF WORK 
 
Employees perform non-supervisory work that is usually of the same kind and level as positions 
classified as Animal Shelter Attendant (e.g., performing a variety of duties associated with the care 
and maintenance of the animal shelter; keeping animal containment areas clean and sanitized; 
ensuring the safety and health of animals within the facility; feeding, watering and caring for the 
animals housed in the shelter, but must also euthanize animals on an as-needed basis; and 
maintaining supplies and equipment and necessary records); however, Lead Animal Shelter 
Attendant positions are distinguished by responsibilities involving the training of new employees and 
acting as the immediate supervisor for weekend shifts.  They also assist the Animal Shelter 
Manager in the areas of: rescue, foster and volunteer coordinator duties in the coordinator’s 
absence; making decisions regarding disposition of animals; organizing and managing off-site 
adoption events and programs; monitoring health and behavior of animals in shelter and making 
appropriate decisions; and marketing adoptable pets.  Employees receive general supervision from 
the Animal Shelter Manager and perform other duties and responsibilities as assigned. 
 
EXAMPLES OF WORK 
 
Documents all communication with owners, adopters, veterinarians in Chameleon system; prepares 
pre-adoption spay/neuter vouchers and adoption packets for offsite events; assists Drop Off with 
owner claims and fines when Shelter Manager and Enforcement Supervisors are unavailable; and 
assists with special events, tours and other public education venues.  Answers telephone and greets 
visitors; receives inquiries and provides information or refers inquiries to appropriate personnel; assists 
interested parties in claiming or adopting confined animals, processing required paperwork, collecting 
fees and providing receipts; prepares and maintains records, such as numbers and classifications of 
animals confined, claimed, adopted, destroyed, etc.; files and retrieves material as requested or as 
otherwise necessary; maintains supply inventories, and orders necessary material; loads and unloads 
euthanized animals for disposal; removes body parts from suspected rabid animals; and sends body 
part to the state lab.  Employees assist the public daily when coming to look for their lost animal; 
assist Animal Control Officers when they have numerous animals arriving at the shelter; evaluate 
animals and administer vaccines and other treatments at intake; provide customer service to people 
of the county involving issues with their pets; and use variety of restraint techniques for handling 
aggressive or fearful animals.  Work also includes   assisting in training volunteers and supervising 
them while they are with the public; and conversing with different veterinary offices to inquire about 
different forms of treatment for injured or sick animals. 
 
EMPLOYMENT STANDARDS 
 
Education and Experience:   
 
Graduation from high school supplemented with two years of direct work experience in an 
animal control or veterinary-related work environment; or an equivalent combination or 
education, training and experience. 
 
Knowledge, Skills, and Abilities: 
 
Considerable knowledge of State laws and local ordinances relating to rabies, animal control, and 
confinement of animals; considerable knowledge of animal husbandry and the methods of safely 
handling animals; considerable knowledge of breeds of animals to aid in identification of lost pets 



Lead Animal Shelter Attendant 
Page 2 
 
and to know temperament of various breeds; Working knowledge of principles and practices of 
pursuing and apprehending animals and ensuring disease control throughout the County due to 
rabid animals. Working knowledge of animal control terminology used within the department as such 
pertains to work responsibilities.   Knowledge of modern office practices and procedures.  Ability to 
lead and train others; communicate effectively with co-workers to dispatch calls for service; and 
communicate effectively with the public, exercising tact, courtesy and firmness when dealing with 
animal owners and the general public; Interpersonal customer service skills to address controversial 
situations or negotiation of sensitive issues. Ability to give effective presentations on animal care, 
adoption, and related topics; maintain accurate records and reports concerning animals; euthanize 
and dispose of animals; move, lift and restrain large animals; administer medication and injections to 
animals; and work in a work environment that may be stressful, in outside conditions, while 
maintaining the mission and values of the Animal Control Department. Clearly understands the 
occupational hazards and safety precautions required to perform the essential functions of the work. 
Ensures safety of animal, oneself, and fellow coworkers as top priority when dealing with animal 
handling, transporting, vaccinating, euthanizing, or sending back into community via adoption or 
owner claim.  Ability to maintain animals and shelter in compliance with Animal Welfare Act. 
 
SPECIAL REQUIREMENTS 
 
Must possess euthanasia certification at time of employment. Background check with local law 
enforcement agency required. Some positions within classification may require a valid North Carolina 
driver’s license. Condition of Employment: Each applicant who is tendered an offer for employment 
for any position with Cumberland County shall be tested for the use of drugs specified in the County 
policy. Refusal to submit to testing or a confirmed positive test shall be basis for withdrawal of the 
conditional employment offer. 
 
ADA REQUIREMENTS 
 
Employees are subject to the usual hazards of animal control work including animal blood and 
diseases.  
 
PHYSICAL REQUIREMENTS 
 
Must be able to physically perform the basic life functions of balancing, stooping, kneeling, 
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, grasping, talking, and 
hearing.  Must be able to perform medium heavy work exerting up to 100 pounds of force 
occasionally, and/or up to 20 pounds of force frequently and/or 10-20 pounds of force constantly to 
move objects.  Must possess the visual acuity to use a computer terminal to prepare records, 
operate equipment, and distinguish details and differences when observing breeds and colors of 
animals.  
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