


o

Dec 05 06 08:36a Lansing Parks & Rec. 517 483-6062 p.2

! {

Reviewed 3-20-00

City of Lansing
Personnel Department
Teamster 580 Supervisory Job Descriptions

Department: Parks/Zoo

Job Title: Zoo Manager/Curator 40 Job Code: 007700

EDUCATION 8 EXPERIENCE REQUIREMENTS: Bachelor's of Science Degree in Parks & Recreation Resources,
Zoology or a related area and five (5) year of related management experience In 200, aquarium, natural science or parks
and recreation; or an equivalent combination of training and experience. Demonstrated experience in aspects of design,
fund-raising, relationships with volunteer organizations, as well as the supervision of employees and the coordination
of multi-faceted services is also required. Must possess and maintain a valid drivers license

REQUIRED KNOWLEDGE, SKILLS & ABILITIES: Knowledge of the principals and practices of zoo management.
Knowledge of fund raising techniques including annual and capital fund drives, bond issues, ballot proposals and other
fund raising activities. Knowledge of the design and construction of animal habitats. Working skill in preparing cost
estimates for construction and on going maintenance. Working skill in planning to meet development and operational
needs. Working skill in the areas of budgeting and fiscal control as well as supervision and labor relations. Ability to
organize and coordinate all aspects of a zoo operation and solve the unigue problems associated with a zoo
environment. Ability to apply knowledge in the specialty areas of animal handling and veterinary care. Abifity to establish
and maintain effective working relationships with staff, the public, City officials, the Zoological Society and community
and volunteer groups. Ability to communicate effectively both verbally and in writing.

ESSENTIAL JOB FUNCTIONS: (Reasonable accommodations will be provided, if necessary, for individuals with
disabilities who can perform the essential job functions.)

- Implements the master plan of redevelopment of the City's Zoo.

- Cootdinates the design, renovation, and development of animal exhibits.

- Coordinates the maintenance of grounds and buildings and other proposed maintenance projects as needed.
- Provides for the security, purchase, trade and care of the zoo animal collection.

- Prepares the annual budget for park and zoo cperations.

- Ensures that the City Zoo continues to receive accreditation and licensing.

- Develops and promotes park volunteer programs. Acts as the City's spokesperson on issues related to zoo
development, policies and practices.

- Drives a motor vehicle to and from work sites as required.

Examples of job functions listed do not include all tasks which may be found in this position. Duties and responsibilities
may be added, deleted or modified at any time.

PHYSICAL CAPACITY REQUIREMENTS: Walking, standing, sitting, speaking, hearing, listening near and far vision.

ENVIRONMENTAL CONDITIONS: Primarily an office environment with some exposure to undesirable odars, etc.
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City of Lansing
Personnel Department
TEAMSTER 580 SUPERVISORY DESCRIPTION

Department: Parks & Recreation - Zoo
Job Title: Zoo Curator / Veterinarian 38 Job Code: 7725

THIS POSITION IS SUBJECT TO WORKING NIGHTS, WEEKENDS, AND
HOLIDAYS DUE TO CASES OF MEDICAL EMERGENCIES, ACCIDENTS, ETC.

EDUCATION & EXPERIENCE REQUIREMENTS: Doctor of Veterinary Medicine degree from an
Association of American Veterinary Medical Colleges accredited school, State of Michigan Veterinarian
license, American College of Zoological Medicine (ACZM) board certification or board eligibility is desirable,
and a minimum of one (1) year in a zoo environment as a veterinarian working with the medical and husbandry
needs of exotic and domestic animals. Must possess and maintain a valid driver’s license.

REQUIRED KNOQWLEDGE, SKIL.LS & ABILITIES: Considerable knowledge in understanding all
aspects of animal veterinary medical health practices. Considerable knowledge of chemical and physical
immobilization of exotic animals. Considerable knowledge of the socialization and enrichment needs of an
exotic animal collection. Knowledge of the principles and practices of zoo management. Knowledge of the
transportation and receiving of dangerous animals. Ability to organize and deliver training to zoo personnel
and volunteers. Ability to supervise, evaluate and direct zoo keepers. Ability to maintain records. Ability to
( utilize a personal computer with various hardware and software applications, including word processing,

spreadsheet and database software. Ability to write reports to various licensing boards, state and federal
regulating agencies and the zoological society. Ability to effectively communicate the technical needs of
maintaining the health and viability of the animal collection. Ability to establish and maintain effective
working relationships with co-workers, other city employees, state and federal agencies, zoological society
members, and the general public. Ability to effectively communicate in written and verbal form.

ESSENTIAL JOB FUNCTIONS: (Reasonable accommodations will be provided, if necessary, for
individuals with disabilities who can perform the essential job functions.)

- Provides direction and supervision for the zoo keepers regarding animal husbandry, diets, treatment
of the animal collection and record keeping.

- Establishes a comprehensive zoo herd health management program for all species included in the
z00 animal collection.

- Acts on behalf of the Zoo Manager/Curator in his/her absence.

- Assists in the hiring, interviewing, training and evaluation of zoo employees, including disciplinary
actions and grievances.

- Performs daily inspections and treatment of animals as needed depending on their medical needs,
including but not limited to: medical operations, births, routine physical examinations, immobilization,
and special care requirements.

- Maintains inventory for the zoo clinic, including overseeing purchases of equipment, drugs and other
needed supplies; also ensures that the clinic in kept in a clean, antiseptic and orderly manner.

- Establishes a comprehensive record keeping system for the clinic including but not limited to: daily
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medical procedure records, drug and supply inventory, anaesthesia reports, necropsy reports, records
for state and federal reports.

Zoo Curator / Veterinarian 38 Pg.2

ESSENTIAL JOB FUNCTIONS CONT:

- Collects laboratory samples for diagnostic laboratory analysis.

- Trains staff in the awarencss of diseases, the spread of infectious diseases and their prevention and

detection.

- Develops and oversees quarantine procedures for animals added to the collection, including
immobilization, diagnostic evaluations, physical examinations and herd health/animal preventative

medicine.

- Assists in the implementation of an education program by preparing and delivering lectures to
interested civic parties, groups and staff on the scope and direction of the zoo veterinarian medicine.

- Conducts in-staff training, exchanges with other zoos, and training of new employees on up-to-date
husbandry, preventative medicine and enrichment methads for care and maintenance of zoo animals.

- Conducts non-invasive research activities for the benefit of the animal collection.

- Maintains computerized records of animal and medical records as specified by the American

( Zoological Association utilizing the Animal Record Keeping System and the Medical Animal Record
Keeping System and the International Species Inventory System. Maintains required records for the

Michigan Department of Natural Resources, U.S. Department of Agriculture and the U.S. Fish and

Wildlife Service.

- Assists in the design process of exhibits to assure habitats meet each animal’s unique physical and
social needs, as well as the different enclosute requirements in order to protect the animals, keepers

and the visiting public.

- Maintains the Zoo Policy Manual in regard to procedutes associated with the animal collection.

- Drives a truck or automobile to and from work sites as required.

Examples of job functions listed do not include all tasks which may be found in this position. Duties and
responsibilities may be added, deleted or modified at any time.

PHYSICAL CAPACITY REQUIREMENTS: Physical effort ona daily basis. Standing, walking,
bending, lifting, carrying, twisting, stooping, crouching, crawling, sitting, climbing, scooping, pulling, hearing,
listening, speaking, finger dexterity and feeling, depth perception, peripheral, color, near and far vision.

ENVIRONMENTAL CONDITIONS: Exposure to extreme weather and temperatures on occasion for the
care and safety of the animal collection. Exposure to possible danger associated with work with venomous
snakes, large domestic and exotic animals. Exposure to unpleasant odors and animal feces. Possibility of
exposure to diseases that are passed from animals to humans.
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City of Lansing
Personnel Department
TEAMSTER 580 CTP JOB DESCRIPTIONS

Department: Parks/Zoo
Job Title: Principal Clerk 24 Job Code: 27605

EDUCATION & EXPERIENCE REQUIREMENTS: High Schoo! Diploma or GED and two (2) years of diversified office
clerical experience which includes working with members of the public and training and/or experience with word
processing and spreadsheet personal computer software: oran equivalent combination oftraining and experience. Must
possess and maintain a valid driver's license.

REQUIRED KNOWLEDGE, SKILLS, & ABILITIES: Must be able to type 45 wpm. Knowledge of standard office
procedures and practices. Skill in the use of personal computers with word processing and spreadsheet software. Skill
in composing routine letters, memorandums and other documentation. Skill in maintaining records and files with an
emphasis on animal records. Ability to establish and maintain effective working relationships with co-workers,
supervisors and the general public. Ability to work under pressure. Ability to communicate effectively both verbally and
in writing. Ability to work independently and under tight deadlines. Must be dependable and possess a good work
record.

ESSENTIAL JOB FUNCTIONS: (Reasonable accommodations will be provided, if necessary, for individuals with
disabilities who can perform the essential job functions.)

- Provides secretarial support for the Zoo Manager/Curator, Zoo Curator/Veterinarian and when needed for the
Parks and Recreation Director.

- Answers the office phone, listens to what is being requested, provides answers to questions both verbally and
in writing and makes referrals as appropriate to other parties.

- Types correspondence, press releases, reports and other documentation using a personal computer with word
processing and spreadsheet software which requires finger dexterity on a standard keyboard and near vision
skills to read information off a video display screen.

- Schedules appointments and meetings for the Zoo Manager/Curator and the Zoo Curator/Veterinarian.

- Collects miscellaneous fees, including those for season passes to the zoo, issues change and receipts and
maintains records of funds received.

- Assists in setting up special events at the zoo and park including giving out information regarding availability
of facilities, advises staff regarding special set-up requirements and takes care of needed invoicing and billing

functions.

- Assists in providing work direction to contract employees at the park and zoo, and may participate in the hiring
process of contract employees.

- Handles requests for petty cash checks.

- Prepares payrolls for hourly, contract and salaried employees.

- Uses a two-way radio to maintain contact as required with employees.
- Orders office supplies.

- Maintains wide range of automated and manual filing systems including those tracking the care of animals
at the facility.

PHYSICAL CAPACITY REQUIREMENTS: Sitting, hearing, listening, speaking, finger dexterity and/or feeling, and
near vision skills.

ENVIRONMENTAL CONDITIONS: Primarily an office environment.
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Employment Telephone: 517-887-4328 Effective: April 28, 2007
www.ingham.org Through: May 11, 2007

RINCIPAL CLERK #07-052 $27,456 - $36,317

Responsibilities: Provides secretarial support for the Zoo Manager/Curator, Zoo Curator/Veterinarian, Parks Director and
700 Board. Answers the office phone, listens to what is being requested, provides answers to questions both verbally and
in writing and makes referrals as appropriate to other parties. Types correspondence, press releases, reports and other
documentation using a personal computer. Schedules appointments and meeting for the Zoo Manager/Curator and the Zoo
Curator/Veterinarian. Collects miscellaneous fees, issues change and receipts and maintains records of funds received.
Assists in setting up special events at the zoo and park including giving out information regarding availability of facilities.
Advises staff regarding special set-up requirements and takes care of needed invoicing and billing functions. Assists in
providing work direction to contract employees at the park and zoo. Uses a two-way radio to maintain contact as required
with employees. Orders office supplies. Maintain a wide range of automated and manual filing systems including those
tracking the care of animals at the facility. Performs other duties as required.

Essential Job Functions: With or without accommodations, this employee must be physically and mentally capable of
verbal conversation and instruction with park patrons, employees, other County Staff and the general public. Must be able
to type 45 wpm. Knowledge of standard office procedures and practices. Skill in the use of personal cofhputers with word
processing and spreadsheet software. Skill in composing routine letters, memorandums and other documentation. Skill in
maintaining records and files with an emphasis on animal records. Ability to communicate effectively both verbally and in
writing. Ability to work independently and under tight deadlines. Must be dependable and possess a good work record.
Performs other routine physical functions that require bending, sitting, standing, squatting, hearing, listening, speaking,
finger dexterity and/or feeling, and near vision skills. Must have or obtain a valid Michigan Driver’s license. Must have a
good driving record.

Degree/Experience: High School Diploma and two year of diversified office clerical experience which includes working

/ith members of the public. Training and/or experience with word processing and spreadsheet personal computer
software. Possession of or ability to obtain a valid Michigan Motor Vehicle Operator’s License is required. Driver
records will be checked as part of the referral process. You must be able to meet the standards of the Ingham
County Driving Records Policy for referral. Must submit a cover letter and resume with application.

Location: Lansing

For purposes of college education and those requirements of education beyond high school, one year of college education will equal
that number of credits earned in a school year that would advance that student forward to the next year of class status (IE: freshman to
sophomore, etc.). Generally considered, 1 year of college will equal 25 semester or 30 term credits.

*#xFor positions RE-POSTED beyond the original 2 week deadline, additional applicants will be considered during the process,
however, applicants may be excluded from consideration due to the interview and selection of previous applicants even though the
ositions remains posted.
Ingham County is an Equal Opportunity Employer
14
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