
City of Pea Ridge, Arkansas 
Animal Control Officer 
Job Description 

Exempt: 
Department: 
Reports To: 
Location: 
Date Prepared: 
Date Revised: 
Safety Sensitive: 

No 
Animal Control 
Police Chief 
187 Slack St, Pea Ridge, AR 72751 
August 24, 2022 
 
This position is designated as safety/security sensitive and is subject to pre- 
employment, reasonable suspicion and random drug and alcohol screening. 

GENERAL DESCRIPTION OF POSITION 
The main job of the Animal Control Officer is to enforce City laws & ordinances regarding stray, 
dangerous, nuisance & improperly kept domestic, wild, & exotic animals/livestock, and to educate the 
public regarding such laws & ordinances. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Educate public about responsible pet care and explain City animal ordinances. 

2. Patrol neighborhoods for dogs at large or other animal related problems. 

3. Enforce City animal ordinances and laws. 

4. Issue citations, warnings, appear in court as needed. 

5. Pick up and impound stray, injured and sick animals, including vicious animals. 

6. Investigate animal cruelty, neglect, animal complaints, animal bites, and possible vicious animals. 

7. Monitor and keep records of pet ownership and dog-licensing. 

8. Communicate with general public whether in person, by phone or email. 
9. Perform clerical tasks, including basic computer skills, data entry, answering the telephone and 
maintaining service calls and other forms of written logs. 

10. Maintain records for captured or quarantined animals; write/submit reports in a timely fashion. 

11. Clean and disinfect animal holding areas and vehicles. 

12. Stock supplies and maintain animal control equipment. 

13. Assist first responders/police/fire officials with animal handling. 



14. Assist in maintaining the police department social media page regarding animal control, as directed 
by the police chief; taking pictures, posting animals, updating 
posts, etc. 

15. Must be able to train for and pass test for ACO certification. 

16. Must be able to respond in a timely fashion to afterhours emergency calls. 

17. Must be 21 years of age & have High School Diploma or equivalent. 

18. Must pass a pre-employment background and drug screen. 

19. Perform any other related duties as required or assigned. 
 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty mentioned 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. 

EDUCATION AND EXPERIENCE 
Mental alertness and adaptability to office and field area work routines. Equivalent to four years high 
school or GED, with particular emphasis during high school in office skills, shop skills, or others, plus 
12 to 18 months related experience and/or training, or equivalent combination of education and 
experience. 

COMMUNICATION SKILLS 
Ability to read and understand documents such as policy manuals, safety rules, operating and 
maintenance instructions, and procedure manuals; ability to write routine reports and 
correspondence. ability to effectively communicate information and respond to questions in person-to- 
person and small group situations with customers, clients, general public and other employees of the 

MATHEMATICAL SKILLS 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. Ability to compute rate, ratio, and percent and to prepare and interpret bar 
graphs. 

CRITICAL THINKING SKILLS 
Ability to utilize common sense understanding in order to carry out written, oral or diagrammed 
instructions. Ability to deal with problems involving several known variables in situations of a routine 
nature. 

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS 
ACO certification will be required as soon as classes become available, during 
the first year of employment. Other licenses & registrations may be required as needed. If required, 
classes to obtain such will be offered. Must be able to train for and pass any required certifications. 

Valid driver’s license/clean driving record required. 

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS 
Prior Animal Control certification/experience is preferred, but not required. 



SOFTWARE SKILLS REQUIRED 
Basic: Contact Management, Spreadsheet, Word Processing/Typing 

INITIATIVE AND INGENUITY 
SUPERVISION RECEIVED 
Under general supervision where standard practice enables the employee to proceed alone on 
routine work, referring all questionable cases to supervisor. 

PLANNING 
Considerable responsibility with regard to general assignments in planning time, method, manner, 
and/or sequence of performance of own work; may also occasionally assist in the planning of work 
assignments performed by others within a limited area of operation. 

DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of minor 
importance and also frequent opportunity for decision-making of major importance; the latter of 
which would affect the work operations of other employees and/or clientele to a moderate degree. 

MENTAL DEMAND 
Close mental demand. Operations requiring close and continuous attention for control of operations. 
Operations requiring intermittent direct thinking to determine or select the most applicable way of 
handling situations regarding the organization's administration and operations; also, to determine or 
select material and equipment where highly variable sequences are involved. 

ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately structured. Fairly broad activities using moderately structured procedures with only 
generally guided supervision. Interpolation of learned things in somewhat varied situations. 

RESPONSIBILITY FOR WORK OF OTHERS 
Responsibility for work of others: Not indicated. 

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Occasionally responsible for organization's property where carelessness, error, or misappropriation 
would result in moderate damage or moderate monetary loss to the organization. The total value for 
the above would range from $5,000 to $150,000. 

ACCURACY 
Probable errors would not likely be detected until they reached another department, office or patron, 
and would then require considerable time and effort to correct the situation. Frequently, possibility of 
error that would affect the organization's prestige and relationship with the public to a limited extent, 
but where succeeding operations or supervision would normally preclude the possibility of a serious 
situation arising as a result of the error or decision. 

ACCOUNTABILITY 
FREEDOM TO ACT 
Generally controlled. General processes covered by established policies and standards with 
supervisory oversight. 

ANNUAL MONETARY IMPACT 
The amount of annual dollars generated based on the job’s essential duties / responsibilities. 
Examples would include direct dollar generation, departmental budget, proper handling of 
organization funds, expense control, savings from new techniques or reduction in manpower. 

Very small. Job creates a monetary impact for the organization up to an annual level of $100,000. 



IMPACT ON END RESULTS 
Modest impact. Job has some impact on the organizations end results, but still from an indirect 
level. Provides assistance and support services that facilitates decision making by others. 

PUBLIC CONTACT 
Regular contacts with patrons, either within the office or in the field. May also involve occasional self- 
initiated contacts to patrons. Lack of tact and judgment may result in a limited type of problem for the 
organization. 

EMPLOYEE CONTACT 
Contacts of considerable importance within the department or office, such as those required in 
coordination of effort, or frequent contacts with other departments or offices, generally in normal 
course of performing duties. Requires tact in discussing problems and presenting data and making 
recommendations, but responsibility for action and decision reverts to others. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and software, road and 
production machines and equipment, driver’s license/cdl, etc.) 

WORKING CONDITIONS 
Somewhat disagreeable working conditions. Continuously exposed to one or two elements such as 
noise, intermittent standing, walking, pushing, carrying, or lifting. May involve some travel and/or work 
is at times, in the evening or during the night hours. 

ENVIRONMENTAL CONDITIONS 
The following work environment characteristics described here are representative of those an 
employee encounters while performing essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

While performing the functions of this job, the employee is occasionally exposed to work in high, 
precarious places, outdoor weather conditions. The noise level in the work environment is usually 
moderate. 

PHYSICAL ACTIVITIES 
The following physical activities 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 and expectations. 

Moderate diversity, moderately physical. Work activities which allow for a moderate amount of 
diversity in the performance of tasks which requires somewhat diversified physical demands of the 
employee. 

While performing the functions of this job, the employee is regularly required to talk or hear; and 
frequently required to stand, walk, sit, use hands to finger, handle, or feel; occasionally required to 
reach with hands and arms, climb or balance, stoop, kneel, crouch, or crawl, taste or smell. The 
employee must occasionally lift and/or move up to 100 pounds; frequently lift and/or move up to 25 
pounds; regularly lift and/or move up to 10 pounds. Specific vision abilities required by this job include 
close vision; distance vision; color vision; peripheral vision; depth perception; and ability to adjust 
focus. 

ADDITIONAL INFORMATION 
APPEARANCE 
Employee must be dressed appropriately every day. In addition to proper dress, employee is expected 
to present a clean, and neat appearance. 



* Safety sensitive position includes, but is not limited to, any job, assignment, rank or title where any of 
the following apply: 
Subject to drug and alcohol testing or restrictions promulgated by the U.S. Dept. of Transportation; 
involves carrying, repairing, transporting or keeping of firearms or ammunition; includes performing 
any medical or life-saving procedures, or responsibility for procuring, storing, transporting, dispensing 
or administering any drugs or medical supplies or equipment; involves working with confidential 
information, documents or material pertaining to criminal investigations; procuring, storing, 
transporting or otherwise working with hazardous or flammable materials, controlled substances, food 
or electricity; involves operating, 

Repairing, maintaining, or driving heavy equipment, machinery, aircraft, motorized watercraft or motor 
vehicles, or working in close proximity thereto; a momentary lapse of attention may result in grave and 
immediate danger to the public, self or fellow employees; requires engaging in any other activity in 
which the employee is responsible for his or her own or other people's safety. 

*Weather Essential position includes employees are declared to be all sworn police officers, all sworn 
firefighters, dispatchers, emergency road crew employees in the Street Department, and electrical 
personnel in the Electric Department. 
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