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Coyote Management Plan Technician
(Temporary)

	Department:
	City Manager’s Office	
	Reports To:
	Management Analyst
	Division:
	City Manager’s Office	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	3	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

This temporary position is responsible for assisting with the implementation of the City’s Coyote Management Plan.  This includes managing the coyote education and awareness plan, coordinating a low level coyote hazing program with citizens and volunteers, working with the Colorado Division of Wildlife to include volunteers and staff in the CDOW Aggressive Hazing Training, and documenting incidences of dangerous coyote behavior that may require the City to exercise lethal control measures.  This position will be able to use in-house resources including the City’s website and newsletters, additional printed material, and a Web site mechanism to record coyote activity.

This position will partner with organizations including the Division of Wildlife, Arapahoe County Sheriff’s Office, Parks and Recreation Districts and other community organizations and schools to provide citizens with important information as well as facilitate the distribution of educational materials as needed. 

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Collect, summarize and analyze information and statistics on existing programs and services, recommending appropriate actions be taken.
Arrange with partner organizations times to distribute information concerning coyotes via presentation, printed materials, articles in newsletters, or other means.  
Continually update coyote information on the City’s website and through newsletters to address seasonal differences.
Obtain, with permission, educational materials from organizations that are knowledgeable in the area of coyote ecology and behavior.
Canvas neighborhoods distributing educational materials to citizens 
Attend HOA meetings, respond to concerns, and present information when necessary.
Conduct surveys and perform basic research regarding other municipal policies, procedures and services.
Participate in the design of forms and the implementation of systems.
Completes assigned research, filling, typing or other projects in a timely manner and with required documentation.
Gathers data and related information for project.
Create centralized database and produce reports in various formats for review, including provision of the pertinent information on incident tracking to the City’s GIS Technician. 
Identify the geographical areas where coyotes have become habituated.
Contact landowners including, but not limited to homeowner associations, community groups, libraries, schools, churches, parks and recreation officials, etc., in the areas of incident reports.  
Other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Must have high level of interpersonal skills to handle sensitive situations.  Position continually requires demonstrated poise, tact and diplomacy.
Must be able to interact and communicate with individuals at all levels of the organization and community.
Must have working knowledge of the City’s coyote management plan.
Must have computer skills and digital photography skills.
Report writing techniques and the principles of basics statistical methods
General research techniques and their application
Must have working knowledge of business language and grammar and ability to communicate clearly in writing.
Must be able to work independently and as an integral part of a small management team.
Must have analytical ability to gather and summarize data for reports and find solutions.
Collect, compile, analyze and interpret data
Research techniques, methods and procedures
Analyze, interpret, make decisions and recommendations in accordance with laws, regulations and policies
Communicate clearly and concisely, orally and in writing
Present research findings and recommendations clearly and professionally
Operate a personal computer and applicable software programs 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

High school diploma or GED equivalent with five (5) years of increasingly responsible related experience in an animal (domestic or wild) management or welfare organization. 

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
[bookmark: _GoBack]The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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