	
	
	



Position Description



POSITION TITLE:	Animal Care Lead

TEAM:	Animal Services

LOCATION:	As per Individual Employment Agreement

REPORTS TO:	Centre Manager

DIRECT REPORTS:	Animal Attendants

PURPOSE: The Animal Care Lead will be accountable for managing all aspects of the day-to-day operations of the Animal Care Department including timely, collaborative and transparent management of staff. To act as a key member of the Animal Care Team, providing animal welfare knowledge and guidance as appropriate. Four key focuses include our animals, our people, our performance and our communities we serve.
In addition, they are to collaboratively support the Centre Manager as required. This is to be achieved by ensuring the efficient and effective operation of the Animal Attendant team and maintain Centre standards. To recruit, train, develop, manage and provide ongoing support to the Animal Care staff and volunteers to ensure the Centre operates efficiently and effectively and provides additional centre support in the absence of the Centre Manager as needed.   
 
Responsible for ensuring the physical health and behavioural needs of any animals in their care are met to a high standard, in accordance with SPCA’s Policies and Procedures and the Animal Welfare Act 1999.
	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. People Leadership
	· Manage and develop the Animal Care team ensuring effective professional relationships between team members and the wider SPCA staff (including National Support Office members and management). 
· Promote, encourage and foster a collaborative and supportive work environment for the Animal Care Department, the Centre and the wider SPCA.
· Foster and maintain a strong collaborative relationship between the SPCA Inspectorate and the Animal Care Department. 
· Ensure critical people practices (e.g. recruitment, performance management, training and development, recognition, etc.) are effectively applied and reflect acceptable employment practices.
· Ensure all HR practices are fair and reasonable, and in accordance with relevant HR policies and procedures, and all significant concerns are escalated to the Centre Manager and/or HR Advisor.
· Ensure optimum employee and volunteer engagement, training and retention.
· Apply SPCA’s policies and procedures to support a high performing workforce, including a culture of health, safety and wellbeing.
· Maintain consistent standards, processes and systems in the centre following national objectives.
· Ensure all timesheets and leave applications for team are submitted within stipulated timeframes.
· Carry out regular catch ups with Animal Attendant staff.

	2. Operational Duties
	· Have excellent operational knowledge of the SPCA Animal Welfare Policies and Procedures, centre-specific procedures, and additional processes as directed by the Centre Manager.
· Carry out hands-on animal care duties as necessary across all species.
· Ensure that animal care staff and volunteers have the appropriate support to carry out operational work effectively, accountably and safely.
· Practice daily husbandry, hygiene and animal handling techniques in accordance with SPCA’s procedures and standards, and as applicable to the species.  
· Support the Centre Manager in the recruitment, induction, training, mentoring and retention of volunteers and fosterers.
· Coordinate and maintain animal attendant and volunteer rosters and workload, working with the Centre Manager to ensure appropriate support every day.
· Monitor data entry and ensure all reporting is completed in a timely and accurate manner to the Centre Manager.
· Ensure the Animal Care Department operates within the bounds of the financial budget by actively monitoring expenses and costs.
· Ensure the Animal Care Department operates within the Centre’s capacity for care, in accordance with the AWOS Policies and Procedures, and take appropriate action to mitigate the risks.
· Ensure the entry of animals, length of stay, disease management, (behavioural and medical) assessments and euthanasia decisions are maintained and recorded in accordance with the AWOS Policies and Procedures. 
· Collaborate and communicate with the Inspectorate to ensure TIP/Seized animals have (behavioural or veterinary) plans in place, and these are being followed and recorded correctly by all involved staff. 
· Facilitate timely decision-making for animals in care, monitoring length of stay, and taking appropriate interventions when appropriate.
· Ensure that the Centre Manager is kept informed in a timely manner of all relevant staff and animal welfare operational issues within the Animal Care Department. 

	3. Participates as a professional and constructive member of SPCA
	· Attends team meetings and national training / webinars as required.
· Contributes towards the achievement of strategic and operational goals of the SPCA.
· Embodies and provides an example to the Animal Care Department of the SPCA Values, setting clear expectations for the way we work together, with our animals, and the community.
· Always acts professionally and non-judgmentally.

	4. Promotes personal and Animal Attendant staff development
	· Proactively seeks education opportunities for staff and self.
· Leads by example with compliance of all required trainings for role and staff.
· Ensure training is up to date and is aware of the AWOS Policies and Procedures (including Veterinary Procedures). To ensure any gaps in knowledge are identified and makes sure these are addressed.
· Attend any mandated training as required.
· Competence and skill level is maintained to perform role(s) to highest ability.
· Work at an individual level with all direct reports to develop personalised training and development goals and opportunities

	5. 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.
· Comply 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.

	6. Other duties as required
	· Assist in all other areas of the Centre as required and as requested by the 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, departments and Management
· SPCA Volunteers (including foster parents) and students

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

PERSON SPECIFICATION:
Qualifications and experience
· Proven experience in a management or supervisory role, preferably in an animal-related organisation
· Strong business acumen, including managing budgets and finance
· Proven experience in animal management, care, behaviour and training
· Applicable qualification e.g. animal care, welfare, or behaviour is desirable
· 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
· To have a clean drivers’ license and ability to drive a manual vehicle, or be willing and able to learn

Skills and personal attributes
· Collaborative leadership style
· Self-starter with respect to professional boundaries and direction
· Excellent work ethic and reliability
· Ability to make sound decisions based on animal welfare
· Demonstrated strengths in accuracy, precision and attention to detail
· Good inter-personal skills - ability to build rapport with staff, stakeholders and suppliers
· Sound computer skills including the use of e-mail, internet and Microsoft Office applications
· Excellent problem-solving skills
· A commitment to high quality work and professionalism
· 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 the SPCA
· Ability to work cohesively and effectively with all SPCA staff

Competencies
· Teamwork
· Leadership
· Communication
· Resilience
· Adaptability
· Decision-making
· Problem solving
· Time management and prioritisation
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