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Dr. Vesco-Mock gave a report on the shelter activities.  She stated that they had a training session on 
March 24th with 20 volunteers present.  She stated that the volunteer hours for March were 359 with 
23 volunteers contributing to those hours.  She stated that they have 35 foster homes for 120 
animals.  She stated that they need to work with the City of Las Cruces on the kennel licensing 
requirements.  She stated that they have 13 foster families with court holds and have 37 animals out.  
She stated that the off-sites have been fairly successful they had 29 adoptions.  She stated that they 
are working out the ordinance issues with Farmer’s Market.  She stated that regarding the facilities, 
the outside kennels and exercise were started on April 20th, cement was poured on Tuesday.  She 
stated that they are waiting on the repairs for the heating and cooling controls in the bed wing area.  
She stated that the new flooring that was not sealed properly has been replaced at the cost of the 
company.  She stated that the work order that she put in for the plug issues in the kennel have been 
resolved.  She stated that the traffic going through the facility is still doing very well they had 3,411 
people in March.  She stated that they are housing over 100 port holes at the shelter.  She stated that 
they need to educate people that animals cannot be tied out in the hot sun.  She stated that the 
surgical suite in the Morgan building was supposed get started on May 4th, but it did not and thinks 
there is some question about the City helping them get this done and has not heard a report back 
from Pat when they are going to start.  She stated that they have had two rescues taken to Denver.  
She stated that she is very pleased that staff has worked very hard and they had a gang buster 
rescue in April and approximately 170 animals left the shelter and are going to different states.  She 
stated that they had four special needs dogs and would like to say that they have all been adopted.  
She stated that they are starting to have pride in the shelter and are not ashamed to say they are 
associated with the Animal Service Center of the Mesilla Valley.  She discussed SNAP.  She stated 
that she presented a proposal to them.  She stated that she wanted to let the Board know that they 
have a guest speaker coming on May 19th from noon until 2:00 pm.  She stated that the City has been 
very generous to house it in their City Council Chambers.  She stated that the guest speaker will be 
Dr. Hall and she is going to be speaking about the diseases that come into the shelter and the 
challenges with the shelter.  She encouraged the Board and managers to attend.  She stated that 
there will be a press release going out tomorrow inviting the entire community to hear Dr. Hall speak.  
She stated that Joe Provencio from the City talked with staff on how to deal with grief and stress.  
She stated that the intake numbers in April were fairly high.  She stated that intake numbers were 
higher than their normal intake because of the chickens and hens that came into the shelter.   She 
stated that they also had two care and maintenance cases that they examined for County Animal 
Control.  She discussed diseases.  She discussed parvo and distemper.  She stated that she is 
encouraging everybody in the community to have their animals vaccinated and also to be updated 
with their vaccines.  She discussed community outreach.  She stated that some of her staff 
participated at the career day.  She stated that she has been asked to hold monthly information 
meetings at the shelter.  She stated that the first one will be May 26th at 5:30 pm and will be sending a 
public announcement for that.  She stated that she and Paul Richardson went to Albuquerque 
yesterday to attend the Animal Sheltering Board Meeting where the discussed rules and regulations 
of euthanasia within the state of NM.  She stated that she attended the Animal Care Expo of 2009 
and made a lot of contacts that she will be following up during the year. 
 

c. Organizational Chart 
 

Dr. Vesco-Mock discussed the organizational chart to the Board that was in their packet.  The Board 
asked for copies of all the job descriptions.  Dr. Vesco-Mock stated that she would include it in their 
next meeting packet. 

 
d. Index of planned Procedures handbook 
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Chair Krahling stated that he wanted to explain why this item was on the Agenda.  He stated that 
there were a lot of things as a Board they need to approve on the terms of policy.  He stated that he 
wanted to have a conversation with the Board as to what exactly they want to see before them from 
the Animal Service Center.  He asked the Board how specific did they want to get in terms of 
approving what the Animal Service Center does and what their policies are and what the procedures 
are.  He stated that staff has been working on the comprehensive policies and procedures handbook 
and he asked Dr. Vesco-Mock to put this on the agenda so that she could talk about this as to where 
they are, what’s going on and also to get a better understanding from the Board on what it is the 
Board expects to see as they move forward. 
 
Dolores Connor stated that although the index was included in their packets, she felt that these 
policies were administrative within the organization and therefore, felt that the Board would be setting 
those policies, but should be something that is available to the Board as the items are completed.  
She stated that she needed to see the written content of those policies not just the index.  She stated 
that then it would be at the organizations discretion and not the Boards rule to change the policies as 
much as it is administratively for staff to work through the decisions that need to be made.  She stated 
that she did not know how much was going to be talked about, but feels it will be very lengthy and felt 
that if a Board member has additional recommendations to be made, they could be made at a later 
time.  She stated that she does not see procedures as being a role of this Board until the whole 
process is complete. 
 
Chair Krahling stated that he agreed with Dolores Connor.  He stated that as the sections are 
completed it should be brought by bits and pieces to the Board. 
 
Dolores Connor stated that she needed to look at the document as a whole not piece meal.  Miguel 
Silva stated that he agreed with Dolores Connor to have everything presented to them at one time, 
but stated that he did appreciate having this in their packet.  Dr. Vesco-Mock agreed. 
 
BREAK 
 
BACK FROM BREAK 
 
VIII. Discussion – Budget 2009-2010 

 
Chair Krahling stated that the City and County are both in the process of reviewing and finalizing their 
budgets.  He stated that the County did budget the full amount that was requested by the Animal 
Shelter. 
 
Dolores Connor stated that Mr. Moore had to leave the meeting, but did know that Mr. Haines did 
have conversation with Mr. Moore about the budgets.  Brian Haines stated that Mr. Moore 
commented to him that it was still under consideration and had to go before Council as to what would 
be approved.  Dolores Connor stated that the recommended budget is what the City Council is 
working with.  Nathan Small stated that they need to stay with the core, grow when they can and start 
dealing with the service issue, operation and maintenance issues.  Miguel Silva stated that the City 
Council will be approving their budget on May 18th. 
 

IX. Action Item(s) 
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1. Resolution 2009-____ to approve Mission Statement. 
 
Chair Krahling stated that this was a Resolution to approve and adopt the Mission Statement.    
 
Motion to approve the Resolution: 
 
Motion:  Dolores Connor 
 
Second:  Oscar Vasquez Butler 
 
Chair Krahling asked for discussion. 
 
Amendment to the Resolution, that in the Now Therefore they remove the word Compromise 
and also wherever it is in the Whereas and wherever applicable: 
 
Motion:  Dolores Connor 
 
Second:  Nathan Small 
 
Scott A. Krahling, Chair – Yes 
Nathan Small, Vice-Chair – Yes 
Miguel G. Silva, Member - Yes 
Dolores Connor, Member – Yes 
Oscar Vasquez Butler, Member - Yes 
Todd Garrison, Member – Yes 
 
Motion passed 
 
That they accept the third Mission Statement, they have the shelters previously proposed then 
the Michelle Meunier’s and the proposed compromise and where it says on the attached 
document would reflect the last mission statement as the choice: 
 
Motion:  Dolores Connor 
 
Second:  Oscar Vasquez Butler 
 
Scott A. Krahling, Chair – Yes 
Nathan Small, Vice-Chair – Yes 
Miguel G. Silva, Member - Yes 
Dolores Connor, Member – Yes 
Oscar Vasquez Butler, Member - Yes 
Todd Garrison, Member – Yes 
 
Motion passed 
 
Motion to add All Animals needing shelter: 
 
Motion:  Nathan Small 
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Job Title: Director, Animal Services Center of the Mesilla Valley              Class Code: KDIR  
Pay Grade:  59                                                                               Effective Date:  February 2008 
FLSA:  Exempt                                                                               Revision Date:  February 2008
    
NATURE OF WORK: 
Plans, organizes, coordinates and directs the activities and staff of the ANIMAL SERVICES CENTER OF 
THE MESILLA VALLEY to meet City and County goals and objectives and assure compliance with City, State 
and Federal laws and regulations. 
 
DUTIES AND RESPONSIBILITIES:  
• Develops and implements Animal Shelter strategies and tactical goals to meet strategic plans and 

objectives; reviews and approves complex solutions for animal sheltering and care issues; reviews 
strategies and determines resource requirements and program goals and deliverables; determines scope 
and priorities of projects; develops programs and policies to support present and future needs. 

• Provides leadership, direction, and guidance to animal shelter operations; evaluates and analyzes issues, 
and recommends and implements solutions; identifies and monitors long and short range goals and 
objectives; manages shelter performance and productivity; directs the continuous improvement of the 
work products;  assures the overall integrity of the support and functionality of the shelter services; 
develops, evaluates and manages overall budgets; maintains current and accurate financial and resource 
information on shelter operations. 

• Manages and coordinates assigned staff; develops goals and priorities, assigns tasks and projects; 
develops staff skills and training plans; counsels, trains and coaches professional, administrative and 
technical staff; responds to complaints about employees, volunteers and facility procedures; assists 
customer service representatives when dealing with difficult situations and resolves problems of a unique 
and/or sensitive nature; responds to community concerns regarding animal issues; implements corrective 
actions and conducts performance evaluations; provides leadership, direction and guidance in program 
management, technical strategies and priorities; reviews and approves status reports prepared by 
Department personnel and directs schedule and plan modifications.  

• Develops, implements and monitors department budget, approves budget expenditures; prepares and 
reviews operational analyses of program costs, revenue streams, fees, and revenue enhancement 
opportunities; prepares and presents various special and recurring reports. 

• Monitors regional and national animal care and sheltering program trends; recommends operational 
improvements; interprets user concerns, defines desired results, develops solutions, and recommends 
direction of new strategies; directs long range planning for animal shelter program development; 
addresses growth and quality of care issues; assures effective communications with City and County 
executive management and other departments; assures compliance with state and Federal policy and 
regulations. 

• Manages, allocates, and coordinates numerous internal and external resources; represents the shelter as 
the chief spokesperson; assures effective communication of issues and strategies between animal 
shelter and City and County management team; serves as animal shelter advisor and liaison between the 
City and various regional organizations, state and Federal agencies; participates in meetings with 
government officials, civic organizations, and community groups. 
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MINIMUM QUALIFICATIONS: 
Bachelor's Degree in Business, Public Administration, or related field and five (5) years experience managing 
animal shelter, care, or advocacy programs or operations, including two (2) years supervisory/management 
experience.  A combination of education, experience, and training may be applied in accordance with City of 
Las Cruces policy. 
 
Licenses/Certification(s): 
Valid Class D driver’s license is required. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of: Principles and practices of administrative management, including personnel rules, cost 
accounting, budgeting, strategic planning and effective employee supervision; principles, practices and 
procedures of animal care and sheltering activities; Federal, State and local laws, rules and regulations 
affecting animal shelter programs; business and personal computers and standard software applications; City 
organization, operations, policies and procedures. 
 
Ability to:   Assess and prioritize multiple tasks, projects and demands; communicate effectively in verbal 
and written forms; establish and maintain effective working relations with employees, officials, other agencies 
and the general public. 
 
Skills in:  Analyzing animal care and sheltering issues, evaluating alternatives, and making logical 
recommendations based on findings; presenting and defending animal sheltering program information in a 
public speaking setting such as neighborhood meetings and public hearings; analyzing needs of City and 
prioritizing Public Services programs to meet the City’s community service strategies; developing and 
implementing long-range plans and procedures for cost effective management of allocated resources; 
effectively managing and leading staff; delegating tasks and authority; interpreting qualitative and quantitative 
instructions and analyzing complex variables; using initiative and independent judgment within established 
procedural guidelines. 

Environmental Factors: 
Work is performed mostly in a standard office environment and in an animal kennel. 

Physical Factors: 
Light physical demands; mostly desk work. Frequent to constant use of a personal computer. Occasional 
travel to other facilities or meetings. 

Work Situation Factors: 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, and responding to customer issues including dealing with irate and upset 
citizens. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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Job Title: Veterinarian    Class Code: KSVE 
Pay Grade:  68   Effective Date: October 2008 
FLSA:  Exempt  Revision Date: October 2008 
     
NATURE OF WORK 
Performs veterinary services including a broad variety of clinical and laboratory activities.  Exercise medical 
judgment and skill in the performance of duties for the care and treatment of animals within the Animal 
Services Center.   
 
DUTIES AND RESPONSIBILITIES:  
• Develops, implements and enforces departmental animal care and disease control regulations; ensure 

compliance with all applicable regulatory agencies, animal health and welfare regulations and standards 
including United States Department of Agriculture, Food and Drug Administration, Drug Enforcement 
Agency, Centers for Disease Control and Prevention, US Fish and Wildlife Service, Environmental 
Protections Agency, Animal Welfare Act, and all applicable State of New Mexico agencies; oversees 
maintenance and control of narcotics and dangerous drugs. 

• Performs routine and emergency medical care; conducts preventive medicine; performs surgery and 
post-operative care; conducts postmortem examinations and pediatric sterilizations; performs high 
volume and early spay and neuter clinics in and around the community; develops and evaluates animal 
diets, nutritional standards and programs; Reviews facilities to assure quality and compliance with all 
applicable regulator agencies, animal health and welfare regulation and standards; oversees vaccination, 
parasite control, bio-safety, quarantine and other protocols; develops and maintains detailed records for 
animal diets and veterinary care including drug logs; performs epidemiological investigations. 

• Participates in the care, feeding, humane treatment and euthanasia of impounded animals as well as 
court-hold animals; if needed, prepares and provides written reports on the condition of court-hold 
animals and testifies in court; ensures proper disposal of animal carcasses; ensures proper inspection, 
investigation, epidemiology, enforcement and quarantine related to disease and injury resulting from 
contact with diseased animals; directs laboratory preparation of sample tissues for disease identification 
and prevention; provide advice and counsel to Director of Animal Service Center and local law 
enforcement agencies;  

• Substitute, if assigned, for Director during temporary absences, as qualified, by performing specific duties 
and responsibilities essential to maintaining continuity of regular operations; attends meetings, 
conferences and serve on committees; compiles data, generates reports, and maintains records and 
files. 

MINIMUM QUALIFICATIONS: 
Must possess a DVM/VMD degree from an accredited university AND three years professional veterinary 
experience in animal medicine, or exotic animal medicine and surgery or completion of residency in 
zoological medicine.  A combination of education, experience, and training may be applied in accordance with 
City of Las Cruces policy. 
 
Licenses/Certification(s) 
Class D driver’s license is required.  Licensed as a veterinarian in the state of New Mexico; if licensed in 
another state, must obtain New Mexico License within one (1) year following appointment; New Mexico and 
Federal Controlled Substances Registration and USDA Accreditation by time of appointment.  Additional 
technical certifications and training may be required for some incumbents in this job class.     
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Comprehensive Knowledge of:  Veterinary science principles, practices and techniques; care and 
treatment of large and small animals; health, and related laws and regulations as they relate to veterinarian 
science services; diagnosis and treatment of a variety of animal diseases and injuries; techniques used in 
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collection of specimens and their testing; state and federal laws, rules and regulations governing animal care, 
including epidemiological response techniques; animal species, nutrition, habitats, behaviors and 
reproduction; occupational hazards and standard safety practices; City policies and procedures. 
 
Ability to:   Assess and prioritize multiple tasks, projects and demands; communicate effectively in verbal 
and written forms; prepare clear and concise reports; document animal care and provide input to animal 
management; establish and maintain effective working relations with co-workers, officials, regulatory 
agencies and the public. 
 
Skills in:  Safe operation and care of veterinary equipment, including remote injection, radiography, 
endoscopes, monitoring and anesthetic; handling and restraining domestic and exotic animals. 

Environmental Factors 
Work is performed around a variety of animal species with potential for physical harm from animal bites, kicks 
and surgical instruments. 

Physical Factors 
Moderate to heavy physical demands; occasional heavy lifting up to 50 pounds; some moving and lifting of 
supplies and equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, nights, weekends, and responding to customer issues.  SAFETY SENSITIVE 
POSITION SUBJECT TO DRUG AND ALCOHOL TESTING ACCORDING TO CITY POLICY.   
 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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Job Title: Veterinary Technician   Class Code: ASVT 
Pay Grade:  36  Effective Date: February 2008 
FLSA:  Non-Exempt  Revision Date: June 2008 
     
NATURE OF WORK 
Supervise daily clinic administration and participates in animal health care. 
 
DUTIES AND RESPONSIBILITIES:  

• Provide animal health care by delivering routine, surgical and critical animal health care under 
direction of veterinarian.  Perform physical examinations, anesthesiology and radiology procedures.  
Immobilize animals for treatments, surgery, ultrasounds and endoscopy studies.  Monitor vital signs 
during surgery and recovery.  Oversee and care for animal hospital quarantine and necropsy areas.  
Handle and restrain animals for examination and treatment.  Prepare and dispense prescibed 
medications and other pharmaceuticals.  Schedule and oversee routine parasite control.  Monitor 
sanitation and disinfection procedures.  Assist with the animal nutrition program and animal diet, as 
assigned. 

• Oversee daily clinic administration.  Participate in scheduling procedures and coordinate personnel 
resources.  Compile and input data into the computerized medical records system.  Coordinate 
international species inventory system record keeping with curatorial staff.  Contact and correspond 
with other institutions regarding specific and unique clinical cases.  Ensure maintenance, cleanliness 
and sterility of veterinary facilities.  Order and maintain inventory control of medical supplies and 
veterinary drups and supplies. 

• Perform tests to provide data for research or diagnosis and treatment of disease in animals and its 
probable source.  Direct or perform basic lab tests, such as clutures for bacteria, blood work, fecal 
analysis, tissue stains, urinalysis and related tests.  Process and send samples to outside 
laboratories for blook work profiles, pathology, microbiology, and disease diagnosis.  Perform 
necropsies of animals.  Write and input data into medical records.  Arrange for pathology lab 
consulting firms.  Arrange disposition of remains. 

• Schedule, assign, instruct, guide and check work of assigned staff.  Appraise employee performance.  
Provide training and development.  Enforce personnel and safety rules and regulations and work 
behavior standards firmly and impartially.  Counsel, motivate and maintain harmony.  Interview 
applicants; recommend hiring, termination, discipline, merit pay or other employee changes. 

 
MINIMUM QUALIFICATIONS: 
Graduation from a veterinary medical technician program of an Associate’s Degree in veterinary science, 
animal health, biology, zoology or related field and three (3) years paraprofessional or technical animal health 
care experience assisting a veterinarian.  A combination of education, experience, and training may be 
applied in accordance with City of Las Cruces policy. 
 
Licenses/Certification(s) 
Valid Class D driver’s license required.  Possession of a valid registered Veterinarian Technician license 
preferred.  Additional technical certifications and training may be required for some incumbents in this job 
class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of: Methods and techniques of veterinary procedures; principles of anatomy, physiology and 
behavior of a large variety of animal species; principles and procedures of safe animal handling and restraint 
techniques; occupational hazards and standard safety practices; principles of laboratory testing; pertinent 
Federal, State, and local laws, codes and regulations; Methods and techniques used in the security and 
control of controlled substances; office procedures, records management, City organization, operations, 
policies and procedures.  
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Skills in:  Using initiative and independent judgment within established procedural guidelines; handling 
people tactfully and courteously, and answering questions within the scope of authority and confidentiality; 
working independently and as a team member, maintaining composure, and working effectively in a high-
pressure environment with changing priorities; reading, understanding, and applying relevant rules, 
ordinances, codes, regulations, policies, procedures, and administrative orders; collecting data, analyzing 
information, and making logical conclusions based on facts; interpreting a variety of technical instructions and 
program requirements; preparing and writing reports; meeting critical time deadlines; searching and 
maintaining records and computer files. Demonstrated computer skills in working with word processing, 
spreadsheet and email software.    
 
Ability to:   Assist in providing veterinary services to shelter animals; Conduct various laboratory tests; 
recognize symptoms and health problems of animals; assess and prioritize multiple tasks, projects and 
demands; communicate effectively in verbal and written forms; establish and maintain effective working 
relationships with co-workers, general public, elected officials, special interest groups, advocates, and 
representatives from other regional, state and other agencies; maintain a high level of confidentiality and 
discretion. 
 

Environmental Factors 
Animal shelter environment;  exposure to a variety of domestic and wild animals, animal body fluids, wastes 
and infectious materials and surgical instruments; outdoor and or inclement weather conditions, may be 
exposed to hostile or abusive members of the public. 

Physical Factors 
Moderate lifting up to fifty (50) pounds; bending, stooping, kneeling, crawling; sitting or standing for prolonged 
periods of time; operating various equipment. 
 
Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, working weekends, nights, holidays and responding to customer issues.  
SAFETY SENSITIVE POSITION SUBJECT TO DRUG AND ALCOHOL TESTING ACCORDING TO CITY 
POLICY. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
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Job Title: Veterinary Assistant    Class Code:  ASVA  
Pay Grade:  21   Effective Date:  April 2009 
FLSA:  Non-Exempt  Revision Date:  April 2009 
     
NATURE OF WORK 
Perform duties to support and document health care and feeding of shelter animals. 
 
DUTIES AND RESPONSIBILITIES:  
• Assist veterinary staff with healthcare of all animals. Take vital signs. Perform routine medical 

treatments including give medicine, trim nails and beaks, give vaccinations, and clean and bandage 
wounds.  Take and process x-rays. Draw blood from all species of animals. Dispense prescriptions. 
Conduct fecal sample analysis. Perform lab tests and send out for diagnosis. Set up and assist in 
surgery. Perform necropsies of small mammals, fish, avian, and reptiles. Reports information to the 
pathologist packs and mails specimens. 

 
• Assist with quarantine and animal husbandry. Set up enclosures for specific species. Research diets 

and prepares for arrival. Prepare temporary diet card for special diet items. Feed, clean and observe 
animals.  Ensure quarantine animals are in good health. Disinfect animal enclosure after animal 
departure. Collect fecal samples. Give medication as required. Keep accurate records of consumption 
and temperature.  Perform maintenance and record keeping duties for shelter.  Clean and disinfect exam 
and treatment rooms, surgery and scrub rooms, laboratory, pharmacy, x-ray and quarantine areas. 
Sterilize surgical instruments, drapes and equipment. Receive, log, tag and store medical equipment, 
supplies and medications. 

 
• Establish and maintain animal medical files. Input data into computerized program. Contact other 

shelters, 
laboratories and research facilities for medical information. Keep logs of consumption, medical treatment, 
parasitology, observation and other necessary data. Answer questions about the shelter, as needed. 

 

MINIMUM QUALIFICATIONS: 
Equivalent to a High School diploma AND one (1) year animal health care experience under the supervision 
of a veterinarian.  A combination of education, experience, and training may be applied in accordance with 
City of Las Cruces policy. 
 
Licenses/Certification(s) 
Valid driver’s license is required.   
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of: Application of good knowledge of exotic zoo animal health care; handling and feeding of zoo 
animals; laboratory methods and techniques; quarantine and safety principles and methods; sterilization 
processes.   
Skills in:  Preparing and feeding animal’s regular and special diet foods; performing assigned routine 
veterinary procedures. 
Ability to:  Maintain accurate logs and records of animal care and observation; establish and maintain 
effective working relationships with coworkers, officials, customer departments, contractors, regulatory 
agencies and the general public. 

Environmental Factors 
Work is performed around a variety of animal species with potential for physical harm from animal bites, kicks 
and surgical instruments. 
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Physical Factors 
Moderate to heavy physical demands; occasional heavy lifting up to 50 pounds; some moving and lifting of 
supplies and equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, nights, weekends, and responding to customer issues. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
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Job Title: Administrative Supervisor   Class Code:  KADS 
Pay Grade:  36  Effective Date: February 2008 
FLSA:  Exempt  Revision Date: June 2008 
     
NATURE OF WORK 
Performs highly responsible office management and administrative functions for the Executive Director; 
functions include administrative management of sensitive data and confidential issues, and supervision of 
assigned staff.   
 
DUTIES AND RESPONSIBILITIES:  
• Oversees the daily administrative operations of the Animal Services Center of the Mesilla Valley 

(ASCMV) in order to ensure effective administrative and customer service support; assures that action 
items are properly processed, managed and resolved; develops and recommends standard procedures 
and systems to promote increased operational efficiencies. 

• Communicates, applies and enforces rules, procedures and policies; answers questions where judgment, 
knowledge and interpretation of policies, procedures and regulations are necessary; acts as liaison 
between employees, other agencies, and Director; identifies and resolves problems. 

• Anticipates and ensures preparation of  materials by staff needed by the Executive Director for 
correspondence, distribution, appointments, meetings, conferences, etc.; composes, creates, edits and 
processes complex and confidential correspondence, technical documents, information packets and 
other communications; proofreads all material and correspondence by staff to ensure accuracy of content 
and grammar prior to release or distribution; identifies and resolves customer’s needs. Ensures the 
verification and accuracy of time reporting records of staff; ensures that records are processed by staff 
and submitted to Payroll according to established deadlines. 

• Updates and tracks a variety of files, records, reports, and related documents; maintains file integrity and 
confidentiality by monitoring and assuring staff compliance to established policies and procedures; 
assures the accuracy of the electronic and paper filing systems; manages database and assures the 
accuracy of information.    

• Maintains calendars, schedules and prepares for various meetings and appointments; Ensures staff 
schedules travel arrangements for Director, which includes ensuring adequate funds are available, 
preparing conference/training registrations; scheduling hotel accommodations, flight and shuttle 
arrangements, and car rentals. 

• Coordinates, tracks and maintains records regarding attendance and requirements for training of staff; 
coordinates office activities, prioritizes and develops schedules in order to meet critical deadlines; 
participates in the selection of administrative/customer service staff; provides or coordinates staff training; 
works with employees to correct deficiencies; initiates or implement disciplinary procedures; evaluates 
employee performance.  

 
• Receives invoices and statements, and ensures staff prepares vouchers to submit to Finance for 

payment; submits work orders and purchase orders for processing according to established policies; may 
reconcile accounts; may assist in annual budget development by tracking, compiling, collecting, and 
analyzing data on costs and expenditures; files and maintains related documentation; Ensures staff  
orders and maintains office supply inventories. 

MINIMUM QUALIFICATIONS: 
Associate’s Degree in Business, Office Technology, Secretarial Administration or two (2) year technical 
certificate in office administration or related field PLUS Five (5) years experience in direct administrative 
support to an upper level executive INCLUDING one (1) year direct supervisory or technical lead experience 
in an administrative capacity.  A combination of education, experience, and training may be applied in 
accordance with City of Las Cruces policy. 
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LICENSES/CERTIFICATIONS 
Valid Class D driver’s license is required.  If applicable, position requires an acceptable driving record in 
accordance with City of Las Cruces policies.  Bilingual skills (English/Spanish) are desirable.  Additional 
technical certifications and training may be required for some incumbents in this job class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Considerable knowledge of: All aspects of executive-level administrative responsibilities; current legislative, 
political, and economic trends in governmental activities; principles and practices of effective supervision of 
assigned personnel; office administration processes and procedures; methods and standards for preparing 
business correspondence; business English, spelling and grammar; fundamental principles of accounting and 
budgeting; Federal, state, and City regulations related to the function of the department; basic and 
specialized computer applications involving word processing, data entry and report generation; records 
management principles and record keeping practices; principles and practices of effective customer service; 
City organization, operations, policies and procedures.  
 
Ability to:   Coordinate a variety of administrative functions; assess and prioritize multiple tasks, projects and 
demands; supervise assigned personnel; communicate effectively in verbal and written forms; establish and 
maintain effective working relationships with subordinates, co-workers, general public, elected officials, 
special interest groups, advocates, and representatives from other regional, state and other agencies; 
maintain a high level of confidentiality and discretion. 
 
Skills in:  Using initiative and independent judgment within established procedural guidelines; handling 
people tactfully and courteously, and answering questions within the scope of authority and confidentiality; 
working independently and as a team member, maintaining composure, and working effectively in a high-
pressure environment with changing priorities; reading, understanding, and applying relevant rules, 
ordinances, codes, regulations, policies, procedures, and administrative orders; collecting data, analyzing 
information, and making logical conclusions based on facts; interpreting a variety of technical instructions and 
program requirements; preparing and writing reports and business correspondence; meeting critical time 
deadlines; searching and maintaining records and computer files. Demonstrated computer skills in working 
with word processing, spreadsheet and email software.   
  
Environmental Factors 
Animal shelter environment; exposure to a variety of domestic and wild animals and noise, may be exposed 
to hostile or abusive members of the public. 
 
Physical Factors 
Light physical demands; Frequent to constant use of a personal computer. 
 
Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, working weekends, nights, holidays and responding to customer issues, 
including distraught and/or upset patrons.   
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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Job Title: Office Assistant Senior     Class Code: CA203 
Pay Grade:   23  Effective Date: July 2007 
FLSA: Non-Exempt  Revision Date: February 2008 
   
NATURE OF WORK 
Performs highly responsible and specialized clerical/administrative office support activities and provide customer 
service to the public and other agencies relative to department programs and services. 
 
DUTIES AND RESPONSIBILITIES:  
• Assists with ordering and maintaining office supply inventories and departmental equipment; may process, 

track and maintain work orders and time report documentation; conducts month end close out of repair orders 
as required. 

• May perform payroll activities such as maintaining/processing records for time worked, overtime, leaves and 
absences; tracks and maintains employee leave accruals.  

• May serve as back up to other clerical/administrative positions in the office; may schedule and oversee the 
work of volunteers for the office. 

• May serve as subject matter resource; may assign work to a small clerical staff; develops or revises work 
practices and procedures to insure uniformity, efficiency, completeness, accuracy, and conformance with 
management direction; trains employees on proper interpretation and use of applicable laws, regulations, 
policies, procedures, job techniques, and work practices. 

• Operates a variety of office machines and equipment including personal computers, typewriters, adding 
machines, transcribing equipment, calculators, alpha readers, data processing terminals, printers, copiers, 
binders, collators, and microfilm equipment as needed.  

DISTINGUISHING CHARACTERISTICS:  
This is the senior level in the Office Assistant job series. As such employees are expected to apply technical 
expertise and exercise initiative and skill in performing specialized tasks; apply judgment to resolving problems, 
analyzing data and making job decisions;. Employees may also provide lead direction to assigned staff by 
organizing and assigning work, setting priorities, and following up to ensure completion of work and compliance of 
work with standards, providing on-the-job training and instructing staff on proper work procedures; may serve as 
a technical resource to other workers. Employees at this level typically have frequent contacts with the public, 
individuals representing other departments/outside organizations.  
 
MINIMUM QUALIFICATIONS: 
Equivalent to a high school diploma PLUS three years clerical, accounting or customer service experience.  A 
combination of education, experience, and training may be applied in accordance with City of Las Cruces policy.   
Demonstrated computer skills in working with word processing, spreadsheet and email software. 
 
LICENSES/CERTIFICATIONS 
Valid Class D driver’s license may be preferred or required.  If applicable, position requires an acceptable driving 
record in accordance with City of Las Cruces policies.  Bilingual skills (English/Spanish) desirable.  Additional 
technical certifications and training may be required for some incumbents in this job class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of:  Standard office practices and procedures; business arithmetic; appropriate business English, 
including spelling, grammar and punctuation; techniques for dealing with the public, in person and over the 
telephone; basic and specialized computer applications involving word processing and possibly transcription 
equipment, data entry and report generation; records management principles and record keeping practices; 
customer service standards and protocol; City policies and procedures.  
Skills in:  Using initiative and independent judgment within established procedural guidelines; effectively 
communicating in written and verbal forms, in applying correct English usage, grammar, spelling and punctuation; 
preparing and writing reports, business correspondence, and policy manuals; effectively presenting information 
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and responding to questions from general public and employees; operating standard office equipment, personal 
computers and printers; searching and maintaining records and computer files. 
Ability to:   Assess and prioritize multiple tasks, projects and demands; communicate effectively in verbal and 
written forms; establish and maintain effective working relations with co-workers and representatives from other 
agencies; make accurate arithmetic calculations; enter numerical and related information into a computer system 
with speed and accuracy; meet critical time deadlines. 

ENVIRONMENTAL FACTORS 
Work is performed in a standard office environment. 

PHYSICAL FACTORS 
Light physical demands; mostly desk work. Frequent to constant use of a personal computer. 

WORK SITUATION FACTORS 
Position involves competing demands, performing multiple tasks, adhering to strict deadlines, occasional work 
beyond normal business hours.   
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
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Job Title: Office Assistant     Class Code: CA204 
Pay Grade:   19  Effective Date: July 2007 
FLSA: Non-Exempt  Revision Date: August 2007 
     
NATURE OF WORK 
Performs clerical/administrative office support activities and provide customer service to the public relative to 
department programs and services. 
 
DUTIES AND RESPONSIBILITIES:  
• Answers phones, determines nature of the calls, routes calls, and takes and delivers messages; assists 

the public by answering inquiries related to department services and programs; solicits and obtains basic 
information needed in order to determine appropriate action to be taken; explains rules, policies, and 
procedures; researches files and compiles informational; disperses relevant information, or refers/routes 
client to the appropriate personnel or department; assists customers with applications, government forms 
and other technical documents; responds to requests for information within the scope of authority; refers 
matters requiring policy interpretation to supervisor for resolution. 

• Creates, updates and tracks a variety of electronic and paper files, records, reports, rosters, logs and 
related documents; enters department information and other data into computer system; accesses and 
locates information for customers, staff, agencies and others; provides a variety of clerical and office 
assistance duties; prepares correspondence; assembles and distributes memoranda, letters, information 
packets and other communications; makes and distributes copies; processes mail, correspondence and 
other items; compiles, updates and maintains statistical information, reports and related documents. 

• May schedule appointments and meetings; arranges meetings and conferences; coordinates related 
reservations; files and maintains departmental records, documentation, and may attend meetings and 
take minutes. 

• Receives and verifies payables and receivables; codes, processes and submits invoices; maintains 
payroll, budget and accounting information; monitors departmental expenditures as required. 

• May process, input, track and maintain work orders and time reporting documentation; conducts month 
end close out of repair orders as required; receives and accounts for fees, fines, and other monies 
related to organizational programs or fund accounts; audits and prepares deposits; maybe responsible for 
maintaining petty cash. 

• May generate and open purchase orders, requisitions, pricing agreements and other financial documents; 
may research availability of supplies and materials and obtain quotes. 

• Compiles information and generates special reports; manages database, interprets information, and 
assures the accuracy of information; enters, edits and retrieves data and prepares periodic or special 
reports, using a computer system and following established formats and menus. 

• Assist in and coordinates special events and meetings; maintain schedule of facilities or sites; files and 
maintains departmental records, documentation, and may attend meetings and take minutes. 

• May dispatch staff employees to resolve customer complaints and extra services utilizing two-way radio. 
May perform payroll activities such as maintaining/processing records for time worked, overtime, leaves 
and absences; tracks and maintains employee leave accruals.  

• May prepare records and documents for microfilming, scanning and retention; converts scanned 
documents into electronic document format; enter information database of retained records; maintains 
logs of records and documents; operates reproductive, micrographics, and imaging equipment to produce 
copies of records, legal documents and maps for archival storage and retention. 

• May serve as records custodian for an organization involving researching records, copying and 
dispersing information/records. 
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DISTINGUISHING CHARACTERISTICS:  
This is the entry/journey-level in the Office Assistant job series. Employees in this class regularly perform the 
full range of duties utilizing clerical and customer service skills and have fully developed technical expertise in 
the programs and services offered by the organization they support.  This level is distinguished from Senior 
Office Assistant level, in that the Senior is responsible for more complex assignments requiring a greater 
degree of expertise and skill, independent judgment, and serves as lead to other employees. 
 
MINIMUM QUALIFICATIONS: 
Equivalent to a High school diploma plus one year of clerical, accounting or customer service experience OR 
a combination of education, experience, and training may be applied in accordance with City of Las Cruces 
policy.  Demonstrated computer skills in working with word processing, spreadsheet and email software. 
 
Licenses/Certification(s) 
Valid class D driver’s license is preferred and may be required. Bilingual skills (English/Spanish) are 
desirable.  Additional technical certifications and training may be required for some incumbents in this job 
class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of:  Basic office practices and procedures; business arithmetic; appropriate business English, 
including spelling, grammar and punctuation; techniques for dealing with the public, in person and over the 
telephone; basic computer applications involving word processing, data entry and/or standard report 
generation; basic record keeping practices; customer service standards and protocol; City policies and 
procedures.  
 
Skills in:  Entering numerical data and department information into a computer system with speed and 
accuracy; making accurate arithmetic calculations; preparing and writing reports and business 
correspondence, independently or from brief instructions; meeting critical time deadlines; using initiative and 
independent judgment within established procedural guidelines; searching and maintaining records and 
computer files. 
 
Ability to:   Assess and prioritize multiple tasks, projects and demands; communicate effectively in verbal 
and written forms; establish and maintain effective working relations with co-workers and representatives 
from other local, state and Federal agencies; meet critical time deadlines. 

Environmental Factors 
Work is performed in a standard office environment. 

Physical Factors 
Light physical demands; mostly desk work. Frequent to constant use of a personal computer. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, may require frequent 
work beyond normal business hours.   
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Job Title: Kennel Supervisor   Class Code: ASKS 
Pay Grade:  36  Effective Date: February 2008 
FLSA:  Exempt  Revision Date: June 2008 
     
NATURE OF WORK 
Supervise, assign, review and participate in the work of staff responsible for humanely operating and 
maintaining the City’s kennel. 
 
DUTIES AND RESPONSIBILITIES:  

• Plan, prioritize, assign, supervise, review and participate in the work of staff responsible for the 
humane operation and maintenance of the City’s kennel facility. 

• Establish schedules and methods for providing compassionate and user-friendly kennel services; 
identify resource needs; review needs with appropriate management staff; allocate resources 
accordingly. 

• Participate in the development of policies and procedures; monitor work activities to ensure 
compliance with established policies and procedures; make recommendations for changes and 
improvements to existing standards and procedures. 

• Recommend and assist in the implementation of goals and objectives; implement approved policies 
and procedures. 

• Perform the more technical and complex tasks of the work unit including the maintenance and 
security of controlled substances. 

• Evaluate animals for potential adoption; work with volunteers and rescure groups to maximize the 
number of placement of adoptable animals. 

• Administer medications when necessary under direction of appropriate authority. 
• Plan, direct and participate in the humane care, custody, cleaning and euthanasia of animals. 
• Respond to public inquiries in a courteous manner; provide prompt and accurate information 

regarding kennel operations; resolve complanints from the public in an efficient and timely manner. 
• Perform staff training in humane animal care and control, diseases, breed identification, first aid and 

safety; conduct inspections of kennel and related facilities. 
• Participate in the selection of animal handling staff; provide or coordinate staff training; work with 

employees to correct deficiencies; initiate or implement disciplinary procedures.  
• Prepare analytical and statistical reports on operations and activities. 

 
MINIMUM QUALIFICATIONS: 
Associate’s Degree in science, biology or related field PLUS four (4) years experience in the operation of a 
public kennel AND one (1) year technical lead or supervisory experience in an administrative capacity.  A 
combination of education, experience, and training may be applied in accordance with City of Las Cruces 
policy. 
 
Licenses/Certification(s) 
Valid Class D driver’s license is required.  Possession of a Euthanasia certification from an approved course 
of training is required.  Additional technical certifications and training may be required for some incumbents in 
this job class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Considerable knowledge of: Operations, services and activities of a public kennel; a variety of animal 
species, breeds and related behavioral and health characteristics; principles of supervision, training and 
performance evaluation; modern and complex principles and practices of humane animal care, treatment and 
euthanasia; methods and techniques used in the security and control of controlled substances; operational 
characteristics of kennel equipment, including computers and associated software; occupational hazards and 
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standard hazards and standard kennel safety practices;  pertinent Federal, State, and local laws, codes and 
regulations. 
 
Ability to:   Independently perform the most difficult animal care tasks in a humane, compassionate manner; 
Perform humane animal euthanasia; respond appropriately to emergency situations and conditions;  assess 
and prioritize multiple tasks, projects and demands; communicate effectively in verbal and written forms; 
establish and maintain effective working relationships with co-workers, general public, elected officials, 
special interest groups, advocates, and representatives from other regional, state and other agencies; 
maintain a high level of confidentiality and discretion. 
 
Skills in:  Using initiative and independent judgment within established procedural guidelines; handling 
people tactfully and courteously, and answering questions within the scope of authority and confidentiality; 
working independently and as a team member, maintaining composure, and working effectively in a high-
pressure environment with changing priorities; reading, understanding, and applying relevant rules, 
ordinances, codes, regulations, policies, procedures, and administrative orders; collecting data, analyzing 
information, and making logical conclusions based on facts; interpreting a variety of technical instructions and 
program requirements; preparing and writing reports and business correspondence; meeting critical time 
deadlines; searching and maintaining records and computer files. Demonstrated computer skills in working 
with word processing, spreadsheet and email software.   
  

Environmental Factors 
Animal shelter environment;  exposure to a variety of domestic and wild animals, animal body fluids, wastes 
and infectious materials and surgical instruments; outdoor and or inclement weather conditions, may be 
exposed to hostile or abusive members of the public. 

Physical Factors 
Moderate to heavy lifting of fifty (50) pounds or more; bending, stooping, kneeling, crawling; sitting or standing 
for prolonged periods of time; operating various equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, weekends, nights, holidays and responding to customer issues. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
 



 

J O B  D E S C R IP T IO N   

------------------------------------------------------------------------------------------------------------------------------------------------
--- 
This job description indicates in general the nature and levels of work, knowledge, skills, abilities and other essential functions (as 
covered under the Americans with Disabilities Act) expected of an incumbent.  It is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities required of an incumbent.  An incumbent may be asked to perform other duties as required.
  Page 1 

Job Title: Kennel Population Supervisor   Class Code: ASPC 
Pay Grade:  36                                        Effective Date: April 2009 
FLSA:  Exempt  Revision Date: April 2009 
     
NATURE OF WORK 
To direct, manage, supervise, and coordinate kennel programs and activities within the Animal Services 
Division; to optimize animal health and welfare of sheltered animals; to facilitate the placement of adoptable 
animals; to manage behavioral evaluation and enrichment programs; to coordinate assigned activities with 
other divisions and outside agencies; and to provide highly responsible and complex administrative support to 
the Associate Director. 
 
DUTIES AND RESPONSIBILITIES:  

• Assume management responsibility for kennel services and activities of the Animal Services Division. 
Manage and participate in the development and implementation of goals, objectives, policies and 
priorities for assigned programs; recommend and administer policies and procedures. 

• Monitor and evaluate the efficiency and effectiveness of service delivery methods and procedures; 
recommend, within departmental policy, appropriate service and staffing levels.  

• Plan, direct, coordinate and review the work plan for kennel staff; assign work activities, projects and 
programs; review and evaluate work products, methods and procedures; meet with staff to identify 
and resolve problems. 

• Monitor the daily operations of the Kennel facilities; ensure cleanliness of kennel facilities. 
• Monitor and prepare bite reports, animal services statistics and graphics as necessary. 
• Monitor and prepare bite reports, animal services statistics and graphics as necessary. 
• Monitor and prepare bite reports, animal services statistics and graphics as necessary. 

Monitor physical plant and equipment to ensure facilities are properly maintained. 
• Coordinate with veterinarian to monitor and maintain the welfare of animals; ensure facilities and care 

of animals is of high quality through coordination with kennel supervisors. 
• Manage the population of sheltered animals to promote animal health by maintaining conditions that 

reduce the incidence of infectious disease. 
• Administer kennel programs to enhance adoptions, rescue and foster care. 
• Plan and direct a comprehensive behavioral evaluation program that properly classifies animals 

according to their characteristics and identifies adoptable animals. 
• Develop, implement and manage innovative programs that foster adoption of homeless pets.  

Respond to citizen complaints and questions of recommendations for animal services. 
• Participate in selecting, training, motivating and evaluating kennel personnel; provide or coordinate 

staff training; work with employees to correct deficiencies; implement discipline and termination 
procedures. 

• Assist in the development and administration of the division's annual budget; participate in the 
forecast of funds needed for staffing, equipment, materials and supplies; monitor and approve 
expenditures; implement adjustments. 

• Assist in the development and administration of the division's annual budget; participate in the 
forecast of funds needed for staffing, equipment, materials and supplies; monitor and approve 
expenditures; implement adjustments. 

• Serve as the liaison for the Animal Services Center with other City departments, divisions and outside 
agencies; negotiate and resolve sensitive and controversial issues. 

• Serve as staff on a variety of boards, commissions and committees; prepare and present staff reports 
and other necessary correspondence. 

• Prepare the work plan for kennel staff; coordinate inspections of animal housing or breeding facilities.  
• Provide responsible staff assistance to the Center Director. 
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MINIMUM QUALIFICATIONS: 
Associate’s Degree in science, biology or related field PLUS four (4) years experience in the operation of a 
public kennel AND one (1) year technical lead or supervisory experience in an administrative capacity.  A 
combination of education, experience, and training may be applied in accordance with City of Las Cruces 
policy. 
 
Licenses/Certification(s) 
Valid Class D driver’s license is required.  Possession of a Euthanasia certification from an approved course 
of training is required.  Additional technical certifications and training may be required for some incumbents in 
this job class. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Considerable knowledge of: Operations, services and activities of a public kennel; a variety of animal 
species, breeds and related behavioral and health characteristics; principles of supervision, training and 
performance evaluation; modern and complex principles and practices of humane animal care, treatment and 
euthanasia; methods and techniques used in the security and control of controlled substances; operational 
characteristics of kennel equipment, including computers and associated software; occupational hazards and 
standard hazards and standard kennel safety practices;  pertinent Federal, State, and local laws, codes and 
regulations. 
 
Ability to:   Independently perform the most difficult animal care tasks in a humane, compassionate manner; 
Perform humane animal euthanasia; respond appropriately to emergency situations and conditions;  assess 
and prioritize multiple tasks, projects and demands; communicate effectively in verbal and written forms; 
establish and maintain effective working relationships with co-workers, general public, elected officials, 
special interest groups, advocates, and representatives from other regional, state and other agencies; 
maintain a high level of confidentiality and discretion. 
 
Skills in:  Using initiative and independent judgment within established procedural guidelines; handling 
people tactfully and courteously, and answering questions within the scope of authority and confidentiality; 
working independently and as a team member, maintaining composure, and working effectively in a high-
pressure environment with changing priorities; reading, understanding, and applying relevant rules, 
ordinances, codes, regulations, policies, procedures, and administrative orders; collecting data, analyzing 
information, and making logical conclusions based on facts; interpreting a variety of technical instructions and 
program requirements; preparing and writing reports and business correspondence; meeting critical time 
deadlines; searching and maintaining records and computer files. Demonstrated computer skills in working 
with word processing, spreadsheet and email software.   
  

Environmental Factors 
Animal shelter environment;  exposure to a variety of domestic and wild animals, animal body fluids, wastes 
and infectious materials and surgical instruments; outdoor and or inclement weather conditions, may be 
exposed to hostile or abusive members of the public. 

Physical Factors 
Moderate to heavy lifting of fifty (50) pounds or more; bending, stooping, kneeling, crawling; sitting or standing 
for prolonged periods of time; operating various equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, weekends, nights, holidays and responding to customer issues. 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 



Job Title: Kennel Population Coordinator           Class Code: ASPC 
    

------------------------------------------------------------------------------------------------------------------------------------------------
--- 
This job description indicates in general the nature and levels of work, knowledge, skills, abilities and other essential functions (as 
covered under the Americans with Disabilities Act) expected of an incumbent.  It is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities required of an incumbent.  An incumbent may be asked to perform other duties as required.
  Page 3 

                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 



 

J O B  D E S C R IP T IO N   

------------------------------------------------------------------------------------------------------------------------------------------------
--- 
This job description indicates in general the nature and levels of work, knowledge, skills, abilities and other essential functions (as 
covered under the Americans with Disabilities Act) expected of an incumbent.  It is not designed to cover or contain a comprehensive 
listing of activities, duties or responsibilities required of an incumbent.  An incumbent may be asked to perform other duties as required.
  Page 1 

Job Title: Animal Care Technician    Class Code: ASCT  
Pay Grade:   21  Effective Date: February 2008 
FLSA:  Non-exempt  Revision Date: June 2008 
     
NATURE OF WORK 
Humanely receive, inspect, feed, clean and care for animals housed at the Animal Service Center of the 
Mesilla Valley. 
 
DUTIES AND RESPONSIBILITIES:  
• Receive and impound animals; determine breed, sex and temperament to place animals in appropriate 

kennel area; generate accurate, required impound cards and forms; obtain as much information as 
possible about the animal from the person delivering the animal to the Kennel. 

• Humanely care for, delouse and feed animals; rinse, scrub and disinfect a variety of animal’s enclosures 
including kennels, aviaries and aquariums, hallways, floors, walls and isolation/quarantine areas; operate 
kennel laundry; prepare food; clean water and food dishes and related kennel equipment and facilities.  
Transport, or assist in transporting, animals to various locations as needed using humane methods. 

• Assist clients in reclaiming animals; assist the general public and rescue groups in viewing and selecting 
adoptable animals; provide general information on the proper care of and responsibilities for an adopted 
animal; counsel potential pet owners in selecting an animal of the appropriate size, breed and disposition. 

• Respond promptly and courteously to questions and inquiries; educate the public and rescue groups 
about City ordinances and regulations.  Work with volunteers as assigned. 

• Remove, or assist in the removal of deceased animals from public areas as needed.  Assist in the 
performance of the humane animal euthanasia procedures; ensure safe humane handling of animals 
during procedure. 

MINIMUM QUALIFICATIONS: 
Equivalent to a high school diploma.  One (1) year animal control or animal handling experience preferred. 
 
Licenses/Certification(s) 
Class D driver’s license is required.  A certification in administering euthanasia is required within six (6) 
months of employment. 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of:  Principles and practices of humane animal handling, care and treatment; a variety of animal 
species, breeds and related behavioral and health characteristics; operational characteristics of kennel 
equipment and tools; modern office procedures, methods and equipment including computers; occupational 
hazards and standard kennel safety practices; pertinent Federal, State, and local codes, laws and 
regulations. 
 
Ability to:  Assist in humanely restraining animals for various procedures; compassionately interact with 
animals in ways to minimize stress and enhance environment; respond t requests and inquiries from the 
public accurately, promptly and courteously; understand and follow oral and written instructions; work 
independently in the absence of supervision; establish and maintain effective working relationships with those 
contacted in the course of work. 
 
Skills in:  Correctly and humanely use and apply a variety of animal handling skills; operate animal control 
tools and equipment in a humane, safe and effective manner; operate office equipment including computers. 
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Environmental Factors 
Animal shelter environment;  exposure to a variety of domestic and wild animals, animal body fluids, wastes 
and infectious materials and surgical instruments; outdoor and or inclement weather conditions, may be 
exposed to hostile or abusive members of the public. 

Physical Factors 
Moderate to heavy lifting of fifty (50) pounds or more; bending, stooping, kneeling, crawling; sitting or standing 
for prolonged periods of time; operating various equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, weekends, nights, holidays and responding to customer issues.  SAFETY 
SENSITIVE POSITION SUBJECT TO DRUG AND ALCOHOL TESTING ACCORDING TO CITY POLICY. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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Job Title: Animal Caregiver    Class Code: ASCG  
Pay Grade:   16  Effective Date: February 2008 
FLSA:  Non-Exempt  Revision Date: June 2008 
     
NATURE OF WORK 
Provide compassionate and attentive care of the animals at all times, maintain a clean healthy environment 
for the animals and the public, and assist with animal adoptions. 
 
DUTIES AND RESPONSIBILITIES:  
• Providing a healthy, safe, clean and pleasant environment and facilities for the animal and the public; 

daily, thorough cleaning of all animal areas, including inside/outside runs, cart areas, floors, dishes, 
bedding, and stocking supplies and doing laundry; spot cleaning of animal and public areas throughout 
the day.  

• Treating all animals humanely, properly, and with compassion at all times, regardless of the situation or 
circumstance; feeding the animals, including providing special diets as needed; monitoring the health of 
the animals on an ongoing basis and rapidly identifying any health problems or conditions (medical or 
behavioral) and immediately reporting it to the supervisor or veterinary technician; medicating animal as 
directed. 

• Assisting in the vaccination, examination, performance of medical treatments, and, euthanasia; 
socializing and grooming the animals; assessing the temperament of the animals to facilitate finding the 
best possible placement for each individual animal; providing transportations for animals as needed, to 
and from vet appointments, for adoption events, to other shelters, or anywhere else needed. 

• Respond promptly and courteously to questions and inquiries from customers; educate the public and 
rescue groups about City ordinances and regulations.  Work with volunteers as assigned. 

• Remove, or assist in the removal of deceased animals from public areas as needed; ensure safe humane 
handling of animals during procedure. 

MINIMUM QUALIFICATIONS: 
Equivalent to a high school diploma.  Animal handling experience desirable. 
 
Licenses/Certification(s) 
Class D driver’s license is required.   
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of:  Principles and practices of humane animal handling, care and treatment; a variety of animal 
species, breeds and related behavioral and health characteristics; operational characteristics of kennel 
equipment and tools; modern office procedures, methods and equipment including computers; occupational 
hazards and standard kennel safety practices; pertinent Federal, State, and local codes, laws and 
regulations. 
 
Ability to:  Assist in humanely restraining animals for various procedures; compassionately interact with 
animals in ways to minimize stress and enhance environment; respond t requests and inquiries from the 
public accurately, promptly and courteously; understand and follow oral and written instructions; work 
independently in the absence of supervision; establish and maintain effective working relationships with those 
contacted in the course of work. 
 
Skills in:  Correctly and humanely use and apply a variety of animal handling skills; operate animal control 
tools and equipment in a humane, safe and effective manner; operate office equipment including computers. 
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Environmental Factors 
Animal shelter environment; exposure to a variety of domestic and wild animals, animal body fluids, wastes 
and infectious materials and surgical instruments; cleaning solvents and material; outdoor and or inclement 
weather conditions, may be exposed to hostile or abusive members of the public. 

Physical Factors 
Moderate to heavy lifting of fifty (50) pounds or more; bending, stooping, kneeling, crawling; sitting or standing 
for prolonged periods of time; operating various equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, weekends, nights, holidays and responding to customer issues.  SAFETY 
SENSITIVE POSITION SUBJECT TO DRUG AND ALCOHOL TESTING ACCORDING TO CITY POLICY. 
 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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Job Title: Building Maintenance Worker  Class Code: SF405 
Pay Grade:  26  Effective Date: July 2007 
FLSA: Non-Exempt  Revision Date: October 2007 
     
NATURE OF WORK 
Performs the maintenance, repair, remodeling and general construction of City buildings and components.   
 
DUTIES AND RESPONSIBILITIES:  
• Loads, transports, and unloads building supplies and equipment at various City locations; performs setup 

for various functions; moves furniture. 

• Repairs and installs counters, cabinets, desks, bookcases, partitions, floors, doors, building framework 
and trim. 

• Installs and finishes floor and ceiling tiles and wall coverings; installs carpeting; repairs and/or replaces 
windows, doors or locks. 

• Paints, varnishes and plasters walls and other surfaces. 

• Lays block and brick; pours cement. 

• Performs roof repairs, including paper, tar and shingles. 

• Performs routine maintenance on equipment. 

• Repairs and repaints areas identified for graffiti removal. 

• Performs custodial services; maintains records of cleaning supplies. 

MINIMUM QUALIFICATIONS: 
Equivalent to a High school diploma AND one (1) year of experience in the construction and maintenance of 
structures and building fixtures.  A combination of education, experience, and training may be applied in 
accordance with City of Las Cruces policy. 
 
Licenses/Certification(s) 
Valid class D driver’s license required.  Position requires an acceptable driving record in accordance with City 
policy. 
 
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of: Principles and practices of building maintenance and repair; tools and equipment used in 
building construction, maintenance and repair; basic carpentry, painting and plumbing. 
 
Ability to: Distinguish colors when matching paints, varnishes and carpet; perform basic reading and writing; 
perform basic mathematical calculations when calculating area measurements; establish effective working 
relationships. 
 
Skills in: Hand, power tool and equipment operation. 

Environmental Factors 
Position works both indoors and outdoors to perform necessary construction and repair work; exposure to 
various weather elements, hazards of hand and power tools and odors and fumes of construction materials.    
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Physical Factors 
Position involves heavy physical work, including working on scaffolding and ladders up to and on roof tops; 
frequent lifting and carrying construction and repair supplies weighing up to ninety-five (95) pounds; frequent 
reaching above shoulder height, kneeling, squatting and stooping; visual acuity to distinguish colors.  

Work Situation Factors 
Position requires competing demands such as strict deadlines, multiple tasks and occasional work beyond 
normal business hours. 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
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Job Title: Volunteer Coordinator (ASVP)    Class Code: PS405 
Pay Grade:  38  Effective Date: July 2007 
FLSA:  Exempt  Revision Date: February 2008 
    
NATURE OF WORK 
Coordinates, organizes and implements Animal Shelter Volunteer Program (ASVP) to meet the needs of the 
community. 
 
DUTIES AND RESPONSIBILITIES:  
• Plans, organizes, and coordinates ASVP volunteer program to recruit citizens to perform volunteer 

activities within the community to meet the needs of volunteers and the agencies, organizations and 
individuals utilizing ASVP volunteers; analyzes the volunteer program needs and assigns volunteer 
resources for maximum effectiveness; coordinates, organizes, schedules and implements special ASVP 
programs and events; assures activities meet the needs of the community, and are in compliance with all 
laws, policies, regulations and goals; assures necessary supplies and equipments are available; 
coordinates with other City departments, advisory groups, and community agencies. 

• Monitors and promotes ASVP program activities; assists customers and clients; screens participants for 
program eligibility; develops and maintains event calendars; coordinates publicity and advertising for the 
programs; communicates with general public, community resource agencies, and others in order to 
coordinate and promote ASVP program activities. 

• Collects information and compiles data for program utilization reports; prepares and reviews operational, 
statistical, financial and analytical reports on ASVP programs; evaluates programs for effectiveness and 
participation levels, develops new programs and recommends program changes; tracks services 
provided, monitors results, and generates operational and funding-agency reports as needed. 

• Evaluates volunteers for placement in appropriate positions in support of the ASVP and monitors 
activities with feedback from section supervisors; ensures volunteer activities support and facilitate the 
operations of assigned department programs and services; coordinates and assists special community 
activities. 

MINIMUM QUALIFICATIONS: 
Bachelor’s degree in Social Services, Business or Public Administration or related field AND two years of 
experience in community service programs.  A combination of education, experience, and training may be 
applied in accordance with City of Las Cruces policy. 
 
Licenses/Certification(s) 
Valid class D driver’s license is required.  Bilingual skills (English/Spanish) are desirable.  
 
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
Knowledge of:  Policies, rules and regulations governing the conduct and safety of persons using municipal 
facilities, programs and equipment; purpose, use and benefits of community programs and activities; 
community resources and support agencies; principles of records management and program management; 
business and personal computers, and spreadsheet software applications; City policies and procedures. 
 
Ability to:   Assess and prioritize multiple tasks, projects and demands; communicate effectively in verbal 
and written forms; establish and maintain effective working relations with co-workers and customers 
 
Skills in:  Performing duties in an organized, detailed-oriented manner; working effectively with program 
participants and volunteers; promoting and enforcing safe work practices; interpreting and applying City 
policies and procedures; interacting with people of different social, economic, and ethnic backgrounds. 
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Environmental Factors 
Work is performed in a standard office environment, and in various community facilities. 

Physical Factors 
Light physical demands; some lifting and moving of supplies and equipment. 

Work Situation Factors 
Position involves competing demands, performing multiple tasks, working to deadlines, occasional work 
beyond normal business hours, and responding to customer issues. 
 
 
 
Employee’s Signature/Date Supervisor’s Signature/Date 
 
 
                                                                                              
(This position description accurately reflects my current job) (This position description reflects the employee’s current job) 
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