
 

PLEASE POST FOR ALL APPLICANTS TO READ 
Macon Bibb County Government  

 
 
JOB SUMMARY: 
The Animal Welfare Shelter Manager is responsible for premier customer service and the efficient 
movement of animals within Animal Welfare. This movement will include, but not be limited to rescue 
groups (in state and out of state) and adoptions. 

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skills, and/or abilities required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
The following duties are representative of the work required for this job. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned.  
 

 Prepares animals for adoption, receive applications for animal adoptions and review them to 
verify information; 

 Screens potential adopters and match with animal that best fits their needs; 

 Observe inter Responsible for payroll, scheduling and reporting (daily and monthly).  

 Responsible for fiscal management, operations management, facilities management and 
compliance with state laws including those administered by the State Department of Agriculture, 
local ordinances and compliance with American Veterinary Medical Association (AVMA) 
euthanasia guidelines.  

 Set up Spay/Neuter appointments for adopted animals; 

 Processes adoption paperwork and fees in compliance with county policies and procedures; 

 Approve or deny adoption applications based on suitability or families; 

 Confer and counsel potential adopters on various animal breeds, characteristics, and county 
adoption policies and procedures; 

 Educate adoptive families on the specific needs of adopted animals and ways of training them 
according to their inherent natures; 

 Coordinates the activities of volunteer personnel as needed; 
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 Oversee departmental volunteer retention plans, which includes orientation, education, and 
maintaining all files pertaining to volunteers; 

 Work with community programs to organize special adoption promotions including, but not 
limited to, monthly adoption promotions and community events requesting Animal Welfare; 

 Contacts and secures newspaper and television, media, time and space highlighting pet adoptions; 

 Participates in radio and TV interviews focusing on adoptions; 

 Plans, organizes and coordinates special events that will promote adoptions; 

 Recruit, qualify, and orient rescue partners; 

 Ensure compliance of any and all Rescue partners regarding state and internal policies and 
procedures; 

 Maintain accurate and up to date records on all rescue partners; 

 Ensure support of the shelter’s mission and goals by providing premiere customer service to all 
rescue and volunteer agents;  

 Maintain accurate shelter inventory report to efficiently identify pet selections; and 

 Or any other duties as assigned by the Assistant County Manager. 

KNOWLEDGE, SKILLS, AND ABILITIES: 

The Animal Welfare Shelter Manager must be knowledgeable of the following principles, procedures, 
and concepts: 
  

 Skilled communicator working with the general public over the phone and in person; 

 Skilled in handling multiple tasks and prioritizing; 

 Ability to handle sensitive and confidential situations; 

 Strong knowledge of breed identification; 

 Knowledge of appropriate equipment and tools relating to the operation of an animal shelter, 
personal computer, typewriter, calculator, and other assigned equipment; 

 Knowledge of the geography of Macon-Bibb County; 

 Knowledge of Federal, State laws and local ordinances relating to control of animals in Macon-
Bibb County; 

 Knowledge of personal computers, including the ability to operate word processing and database 
programs in order to keep records, as required; 

 Knowledge of the care and handling of dogs and other animals; 

 Ability to deal tactfully and courteously with members of the general public, often in trying 
situations; 

 Excellent customer service and public relation skills; 

 Ability to think critically and strategically in order to carry out the mission, goals, and objectives 
of the programs of the organization; 

 Excellent organizational skills; 

 Ability to maintain records and make reports; 

 Skill in the use of tools and equipment incident to the operation of an animal shelter; and 

 Ability to provide information correctly and concisely, both orally and in writing. 



 

MINIMUM EDUCATION, TRAINING AND/OR EXPERIENCE TO PERFORM ESSENTIAL JOB 
FUNCTIONS: 

The Animal Welfare Shelter Manager must possess a high school diploma and three (3) years of 
experience in the care and handling of animals of all sizes, breed identification, pet adoptions, supervision 
of volunteers, dealing with animal rescue groups and all laws that cover rescue transfer in and out of state; 
or any equivalent combination of education and experiences which provides the required knowledge, 
skills, and abilities to successfully perform the duties and responsibilities of the position. 
 
NECESSARY SPECIAL REQUIREMENTS: 

 Possession of a valid Georgia Motor Vehicle Operator’s License, 

 Daily work hours and days of the week may vary according to the needs of the 
department schedule; weekend work is required and also includes night, holiday, and 
on-call work. 

 Must obtain Euthanasia certification within six (6) months of hire. 
 

SUPERVISORY CONTROL AND RESPONSIBILITIES: 
Responsible for supervising clerical, adoption and care staff. 
 
TRAVEL: 
The Animal Welfare Shelter Manager may be required to travel locally and occasionally, out 
of state. 
 
 

(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 
ESSENTIAL JOB FUNCTIONS 

 
LANGUAGE SKILLS:  
Ability to read and understand written materials. Ability to effectively communicate information to 
supervisors, co-workers, and the general public.  

 
MATHEMATICAL SKILLS:  
Ability to work with basic mathematical concepts such as, addition, subtraction, multiplication, and 
division.  

 
COMMUNICATION SKILLS:  
This position has a high visibility of behavior.  The employee must be able to effectively communicate 
orally and in writing in a professional manner in order to give or exchange information, resolve problems, 
and/or provide service. This employee must also be able to direct employees under her/his supervision.  

 
REASONING ABILITY:  
Ability to interpret and understand a variety of forms, reports, manuals, regulations, and other means of 
instruction and guidance. The employee must also be able to think quickly in situations of stress and high 
activity. 

 
PHYSICAL DEMANDS:  
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. While performing the duties of this 
job, the employee is sometimes required to perform a variety of tasks involving securing, lifting, and 



 

handling of animals. Employee must be able to bend, stoop, and lift and move objects weighing up to 150 
pounds.   
 
WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. This positions requires working in both 
outdoor and indoor environments including working in a variety of adverse, hazardous, or unpleasant 
conditions. Conditions also involve going onto property to deliver citations and retrieve animals. 
 

 

If you feel you qualify for the above position, you may obtain an application at the Human Resources 

Office or complete the General Application located at www.maconbibb.us.  Applicants who are not 

selected to fill the position will be notified by mail.  Position postings are to remain posted for at least 

seven (7) working days before the position is filled so that all applicants qualified for the position will 

have the opportunity to apply. 

 

 

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 
  

http://www.maconbibb.us/

