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SPECIFICATIONS:                
 
KNOWLEDGE: 
Requires a Bachelor's degree in Business Administration, Accounting, Political Science, Psychology or a 
field closely related. 
             
EXPERIENCE: 
Six years of  progressive professional experience related to Animal Enforcement, including responsibility for 
personnel, administration, accounting or a closely related field are required. 
 
A Master's degree in Business Administration, Public Administration or f a field closely related to the 
work being performed may be substituted for two years of experience. 
 
Directly related professional experience may be substituted for the education requirement on a year-for year 
basis. 
 
COMPLEXITY: 
Work requires the direct application of a variety of procedures, policies and/or precedents. Analytic ability is 
required in applying guidelines, policies and precedents, and in adapting standard methods to fit facts and 
conditions. Must have excellent problem-solving and communication skills as the job requires regular 
interaction with diverse audiences. 
 
IMPACT OF ACTIONS: 
Errors in work lead to significant costs and problems, and may have minor impact on the short- term 
performance of the City. The individual may participate heavily in setting his/her own work objectives 
working under limited supervision.  
 
SUPERVISION EXERCISED: 
         

Direct Supervision: 
Effectively manages employees for both BARC’s Customer Service and Animal Licensing teams.  This 
position has significant levels of input as it pertains to personnel actions, such as hiring, terminations, 
and pay changes. 
         
Indirect Supervision: 
Involves supervision and evaluation of  subordinate’s work. 

        
CONTACTS: 
         

Internal Contacts:         
Level of internal contact is primarily with Managers and Assistant Directors. Interaction involves a  
leadership and a persuasion skill set that’s conducive to a cohesive team environment that effectively 
solves moderate to complex issues; e.g., project coordination and higher level problem resolution. 
         
External Contacts: 
Level of external contact is primarily with citizens, visitors and/or mid-level representatives of 
government agencies, guests, vendors and professional contacts with allied organizations. Interaction 
requires high level of negotiation skills that can relay information to sometimes irate citizens in an 
understanding and cooperative manner that is sensitive to the patron’s needs.   

 
PHYSICAL EFFORT: 
There is no major sources of discomfort, i.e., essentially normal office environment with acceptable lighting, 
temperature and air conditions.  Individual will be required to travel on a regular basis within the city of 
Houston in order to visit with local Veterinarians.  Individual will sometimes be required to work outside. 
Individual will work directly with animals on a daily basis.  
 
WORK ENVIRONMENT:         
The general work environment is good. Individual will often work indoors and encounter animals on a regular 
basis. 
 
PHYSICAL SKILL: 
Must be able to lift up to 25 pounds. 



 
MISCELLANEOUS: 
All duties and responsibilities may not be listed in the above job description. 
 
JOB FAMILY:       

BARC Administrative Specialist 
BARC Outreach Supervisor 
BARC Administration Manager 
BARC Marketing and Outreach Manager  

 
Effective: December 2015 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


