	
	
	



Position Description



POSITION TITLE:	Animal Attendant

TEAM:	Animal Services

LOCATION:	As per Individual Employment Agreement

REPORTS TO:	Animal Care Lead/Centre Manager

DIRECT REPORTS:	None

PURPOSE: The Animal Attendant is responsible for maintaining the physical health and behavioural needs of all animals housed at SPCA at a high standard, to ensure their welfare is being met in accordance with SPCA’s Policies and Procedures, and the Animal Welfare Act 1999.
In addition, the Animal Attendant supports the Animal Care Lead by maintaining accurate documentation regarding the animals’ health, behaviour and plans, and by ensuring the Animal Care Department operates efficiently and effectively.

	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Husbandry and care for the animals in SPCA’s custody

	· Provide a high standard of care to ensure the animals’ needs are being met at all times in accordance with SPCA Policies, Procedures, the Animal Welfare Act 1999 and the relevant Codes of Welfare.
· Practice daily husbandry, hygiene and animal handling techniques in accordance with SPCA’s procedures and standards, and as applicable to the species.
· Provide opportunities for socialisation, enrichment and training suited for the species. 
· Facilitate recovery and rehabilitation in collaboration with the Animal Care Lead, relevant Animal Welfare Inspector and / or at the instruction of a Veterinarian, including but not limited to:
· Veterinary treatments for animals in care as prescribed and according to SPCA Policies and Procedures (including Veterinary Procedures)
· Behavioural rehabilitation of animals as instructed by the Animal Care Lead and in accordance with SPCA Policies and Procedures. 
· Support and collaborate with the Animal Care Lead on individual behavioural assessments, plans and training methods.  

	2. Customer service
	· Provide professional customer service and assistance to all visitors, volunteers and fosterers of SPCA, in person, over the phone or digitally. 
· Provide support to the Customer Service Team in nurturing the foster and volunteer network.
· Guide potential adopters through the adoption process and offer an excellent customer service experience.
· Adhere to SPCA Policies and Procedures to determine the rehome ability of an animal in SPCA care and assessment of animals as appropriate prior to advertising it for adoption. 
· Provide a duty of care during adoption processes, by ensuring the suitability for rehoming of both the animal and the adopter.
· Educate the public on animal welfare considerations and promote the work of SPCA.

	3. Administration
	· Ensure animals’ individual requirements and any observations (i.e. behavioural, health) are appropriately and accurately recorded and communicated as per national and local procedures. 
· Appropriately and effectively use the Centre’s database software and ensure records are kept up to date and are accurate.
· Ensure all adoption paperwork, indemnities and signoffs are completed and appropriately recorded prior to releasing an animal from SPCA’s custody.

	4. Act as an active participant of the SPCA Centre and the wider SPCA
	· Actively engage with all staff at the Centre and promote and foster a collaborative and adaptable work environment. 
· Ensure that every staff member is supported by the work that is carried out and their contribution to the overall operations of the Centre is positive.
· Proactively support the Centre’s duties and assist other teams where appropriate and requested, including (but not limited to) ambulance callouts, reception duties, and general tasks. 
· Support the Animal Care Lead or Centre Manager in the training and mentoring of fosterers and volunteers.
· Ensure volunteers and fosterers of the SPCA Centre are provided with the tools and resources they need to maximise animal welfare, and their own safety.
· Attend local and national meetings or webinars where applicable.
· Engage with National Support Office as required.

	5. Development
	· Actively identify learnings and self-development opportunities.
· Ensure training is up to date and is aware of the AWOS Policies and Procedures (including Veterinary Procedures). Any gaps in knowledge to be made known to the Animal Care Lead and Centre Manager to make sure these are addressed.

	6. Actively contributes to Health and Safety
	· Ensure compliance with the Health and Safety Act 2015 by:
· taking reasonable care of your own health and safety and ensure that you don’t cause harm to others
· complying with all health and safety instructions, policies or procedures, including but not limited to:
· reporting incidents and unsafe practices as soon as they occur
· identifying risks, reporting them and taking appropriate action to mitigate them
· knowledge, and compliance of, emergency procedures
· completing mandatory training within the required timeframes

	7. Carries out other duties as required from time to time.
	· Assist in all other areas of the Centre as required and as requested by the Animal Care Lead or Centre Manager.
· Support SPCA events and campaigns as required.
· Duties and responsibilities described above should not be construed as a complete and exhaustive list as it is not the intention to limit the scope or the functions of the position.
· Duties and responsibilities can be amended from time to time by the Employer to meet any changing condition.



INTERNAL FUNCTIONAL RELATIONSHIPS:
· All SPCA staff and management
· Fosterers and Volunteers
· Students

EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Other Animal Welfare Agencies
· Veterinary Clinics
· New Zealand Police
· Animal Control
· Members of the public
· Suppliers and contractors

PERSON SPECIFICATION:
Qualifications and experience
· Proven experience and skills in animal care, handling, behaviour, enrichment and welfare
· Applicable qualification e.g. animal care, welfare, or behaviour would be preferable
· Confident and comfortable handling domestic animals
· Experience in working with livestock and farm animals is desirable, or willingness to learn
· Experience in managing volunteers, including recruitment and training is desirable
· Experience in customer service is desirable
· To have a clean drivers’ license and ability to drive a manual vehicle, or be willing and able to learn
· To be the holder of a current Auxiliary Officer license pursuant to Section 125(1) of the Animal Welfare Act 1999, or be willing and able to gain such an appointment

Skills and personal attributes
· Excellent work ethic and reliability
· Demonstrated strengths in accuracy, precision and attention to detail
· Good communication skills, both verbal and written
· Active, physically able to cope with the demands of the job
· Good interpersonal skills, ability to build rapport with staff, stakeholders and suppliers
· Sound computer skills including the use of e-mail, internet and Microsoft Office applications
· Highly organised with the ability to prioritise, multitask and meet expected deadlines
· Ability to manage confidential information with responsibility and integrity
· Ability to manage stress and handle emotional situations while retaining empathy
· A sound understanding and empathy with the goals and values of SPCA
· Ability to work cohesively and effectively with all SPCA staff
· Commitment to ongoing professional development

Competencies
· Teamwork
· Adaptability
· Resilience
· Problem solving
· Integrity
· Time management
· Decision-making
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