
AGENDA 
McDUFFIE COUNTY BOARD OF COMMISSIONERS 

Tuesday Evening, October 18, 2022, 6:30 pm 
 Government Center Meeting Room 

Public Hearing 
1. Request to Rezone: 878 Mesena Road, parcel 00300001OCL, Thomson, GA 30824 from R-2

to I-2.

WELCOME & CALL TO ORDER 

Chairman Newton 

INVOCATION & PLEDGE OF ALLEGIANCE 

PUBLIC INPUT 

APPROVALS 

 Agenda  Current 
  Minutes  Work Session- October 3, 2022 

Regular Meeting- October 5, 2022 

INFORMATION & ANNOUNCEMENTS 
1. Camellia City Festival: Saturday, October 22nd, 10am-5pm.
2. Trunk or Treat: October 31st, 4pm-7pm at Depot.
3. ACCG Fall Regional Meeting: Thursday, November 10th, 10am-12pm.
4. County Thanksgiving Lunch: Monday, November 21st, 12pm at Depot.

APPOINTMENT/REAPPOINTMENT 
None  

OLD BUSINESS 
None 

NEW BUSINESS 
1. Consideration to Accept Planning Board Recommendation for Rezoning Request for 878

Mesena Road.
2. Consideration to Approve FY23 Budget Policy Amendment.
3. Consideration to Approve Job Description.
4. Monthly Budget Report
5. Monthly Financial Report.
6. Discussion Concerning FY23 Budget.

ADJOURNMENT 



STAFF REPORT 
 

COMMISSIONERS’ MEETING:  October 18, 2022 
 
DATE:  October 14, 2022  
TO:  Board of Commissioners 
FROM:  Chase N. Beggs, Planning & Zoning Director 
ISSUE: Consideration to approve a request to rezone parcel 00300001OCL, at 878 Mesena Road, 

Thomson, GA, from R-2 (Medium-Density Residential) to I-2 (Heavy Industrial) for 
Thomson Concrete. 

 
ZONE: R-2  
ACREAGE: 7.74 
    
BACKGROUND: Thomson Concrete applied to rezone 7.74 acres on Mesena Road to allow for a drainage 
pond on the southwest corner of the property.  
 
The McDuffie County Planning Board held a public hearing to review the application on October 4, 2022. 
The property owner submitted the application, paid the necessary fees for the review, and submitted all 
necessary documentation.  All public notice requirements were met prior to the first public hearing and 
no public input was received in writing or in person.  
 
PLANNING BOARD RECOMMENDATION:  Yays 6, Nays 0 -- The Planning Board made a recommendation 
to approve the request to rezone with the condition that an additional 50’ buffer requirement be 
maintained. 
 

FACTS AND FINDINGS:  

1. This parcel was previously zoned I-2, but was rezoned R-2 in 2021 in order to divide for lots sold 

by Lloyd DeFoor.  

2. The surrounding property is zoned I-2, but the adjoining lot on the Eastern property line is zoned 

R-2. 

3. Thomson Concrete and the neighboring lot owner, Scott Franklin, agreed to an increased buffer 

of 150’ if the property is rezoned. 

 
ALTERNATIVES: 

1. The Board approves the Planning Board’s recommendation to approve the request to rezone to 

I-2 with the condition that a 150’ vegetated buffer be maintained.  

2. The Board denies the request to rezone.   

STAFF RECOMMENDATION: Staff recommends the Board adopt alternative #1 and approve the 
request to rezone with the additional condition. 
 
ATTACHMENTS: 

1. Tax map aerial 

2. Zoning Map 



 

 

 
 

 
 

 



 



 McDuffie County Board of Commissioners held a Work Session 
 Monday, October 3, 2022, 6:30 PM 

 Government Center Training Room 

COMMISSIONERS PRESENT:  COUNTY REPRESENTATION: 
Charlie Newton, Chairman David Crawley, County Manager 
Sammie Wilson, Vice Chairman  Pam Workman, Finance Director 
Gloria Thompson, Commissioner  Nikki Milburn, County Clerk 
Wm. “Bill” M. Jopling, Commissioner Jason Smith, Community Development 
Frederick Favors, Commissioner  Stephen Sewell, Chief Fire/EMS  

Media: McDuffie Progress Other: 7 

COMMISSIONERS’ WORK SESSION 

All agenda items are for discussion only. No action was taken during the meeting. 

DISCUSSION ITEMS 

1. Discussion Concerning Bohler Road.
David advised that the county attorney is prepared to move forward with the process to abandon 
Bohler Road. A resolution will be approved showing the board agrees to the abandonment and then 
notification to adjoining land owners and public hearings will follow.

The item will be added to the next meeting agenda.

2. Discussion Concerning Revolving Loan Fund for GSK Metal Works.
David advised that Don Power and the Development Authority is requesting approval of a revolving 
loan fund for GSK Metal Works, this expansion will create 6 new jobs.

This item will be added to the next meeting agenda.

3. Discussion Concerning FY23 EOA Meals Subcontract.
David advised that this is the standard contract for the meals on wheels program. This enables the 
county to provide free or reduced meals to the elderly and homebound. The total of this 
subcontract is $21,000.

This item will be added to the next meeting agenda.

4. Discussion Concerning LOST Certification.
David advised that Thomson and Dearing were in agreement of the LOST renegotiations. There 
were no changes to the amounts, Thomson will receive 32%, Dearing receives 1.25% and McDuffie 
receives 66.75%. This agreement stands for the next 10 years.

This item will be added to the next meeting agenda.

5. Discussion Concerning Boys and Girls Club. 



David advised that there continues to be a constant problem with vandalism at the Boys and Girls 
Club. Georgia Power is working currently to install additional lighting to the exterior and staff is also 
recommending to add security cameras. There are 3 options for the security cameras which are 
same system that the county currently uses for its complex and other buildings. David advised that 
he would recommend option 3 that leaves zero blind areas on the exterior and also adds an 
additional coverage to the interior. This option is $26,685.94 and provides 8 exterior and 2 interior 
cameras. 

This item will be added to the next meeting agenda. 

6. Discussion Concerning Animal Services.
David presented a tentative timeline for getting the animal shelter back in operation. He advised
that he would like to start moving forward with finishing renovations to the shelter and hiring staff.
The board agreed its time to start moving forward with hiring staff and getting a plan in place.

This item was informational only.

7. Discussion Concerning Letter of Support for Augusta Regional Airport.
David advised that Augusta-Richmond County is requesting a letter of support for the regional
airport. Their plan is to create hanger space for additional companies to come in and lease these
spaces.

This item will be added to the next meeting agenda.

8. Discussion Concerning Lighting Agreement for Government Complex.
David advised that he has spoken with Georgia Power regarding adding 38 additional LED lights at
the government complex. The cost has gone down and it would be a cost savings by adding these
additional security measures.

This item will be added to the next meeting agenda.

9. Discussion Concerning Concurrence with County Attorney Regarding Markatleo Street, Lokey
Street and Brown Street.
David advised that the county attorney is requesting concurrence with his opinion in response to a
matter regarding road acceptance. Kings Town Estates, LLC is seeking to build on a 23 acre lot off
Wrens Highway. The previous owner advised that a request to have the county accept the listed 3
roads. In research of the minutes from 1970, there was never any acceptance of these road by the
county. The board agreed that the county attorney is authorized to inform owner that these are
not county maintained roads.

This item will be added to the next meeting agenda.

10. Discussion Concerning FY23 Proposed Budget.
David presented the proposed budget packet for FY23. David advised the board to take the packets
and review them and to call if they have any questions or concerns. Commissioner Jopling asked if
the board could have a work session for budget prior to any of the public hearings. David agreed
that one can be added at the next meeting for discussion.

Commissioner Favors asked if a fall trash amnesty could be added to the calendar. The board agreed to add 
this item to the next agenda for approval of October 15th.  

ADJOURNMENT 



Vice Chairman Wilson made the motion to adjourn at 7:04 pm. The motion was seconded by 
Commissioner Thompson.  
 
MCDUFFIE COUNTY BOARD OF COMMISSIONERS 
 
 
___________________________    ATTEST: _________________________ 
Charles G. Newton, IV, Chairman      Nikki Milburn, County Clerk
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         The McDuffie County Board of Commissioners held a Regular Commission Meeting 
Wednesday Morning, October 5, 2022, 10:00 am 

        Government Center Meeting Room 
 
COMMISSIONERS PRESENT:    COUNTY REPRESENTATION: 
Charles G. Newton, Chairman     David Crawley, County Manager 
Sammie Wilson, Vice Chairman     Pam Workman, Finance Director 
Frederick Favors, Commissioner     Nikki Milburn, County Clerk 
Gloria Thompson, Commissioner     Jason Smith, Community Development 
Bill Jopling, Commissioner     Stacey Thomas, Tax Commissioner 
        Robert Spurlin, IT Director 
        
MEDIA:  McDuffie Progress    Others: 1 

 
CALL TO ORDER 
 
       Vice Chairman Wilson called the meeting to order at 10:00 am, acknowledged a quorum of 

commissioners present and welcomed everyone in attendance. 
 
INVOCATION & PLEDGE OF ALLEGIANCE 
Commissioner Favors offered the invocation followed by the Pledge of Allegiance. 
 
APPROVALS 
  

Agenda (Current) 
Chairman Newton asked if there were any corrections to the current agenda or minutes.  
A motion was made by Vice Chairman Wilson to approve the current agenda as written and was 
seconded by Commissioner Thompson and passed unanimously.   
 
Minutes 

 Regular Meeting- September 20, 2022 
       Executive Session- September 20, 2022 

Commissioner Jopling made a motion to approve the minutes as written. The motion was seconded 
by Vice Chairman Wilson and passed unanimously.   

 
INFORMATION & ANNOUCEMENTS   

1. ACCG Policy Agenda & Legislative Recommendations Webinar: October 11th at 9am.  
2. Pink Ribbon 1 Mile Walk: October 15th at 8am, Government Complex 
3. Camellia City Festival: October 22nd, 10am-5pm. 
4. Trunk or Treat: October 31st, 4pm-7pm at Depot. 
5. ACCG Regional Meeting: Thursday, November 10th, 10am-12pm. 

 
APPOINTMENTS/REAPPOINTMENTS 
None  
 
OLD BUSINESS 
None 
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NEW BUSINESS 

1. Consideration to Approve Resolution 22-13; Bohler Road. 
David advised that as discussed at the work session, this resolution will begin the process of 
abandoning Bohler Road as a county maintained road. Once the resolution is approved, 
surrounding land owners will be notified and public hearing will be held prior to abandonment.  
 
Commissioner Jopling made the motion to approve Resolution 22-13. The motion was seconded 
by Vice Chairman Wilson and passed unanimously.  
  

2. Consideration to Approve Revolving Loan Fund for GSK Metal Works. 
David advised that the development authority is requesting approval of a revolving loan fund for 
GSK Metal Works. This would be for a $150,000 loan and create 6 new positions in addition to 
the 24 they already operate with.  
 
Commissioner Thompson made the motion to approve the RLF for GSK Metal Works. The 
motion was seconded by Commissioner Jopling and passed unanimously.  
 

3. Consideration to Approve FY23 EOA Subcontract for Meals on Wheels. 
David advised this subcontract is our standard agreement for the meals on wheels program. The 
contract is for $21,000 and proves meals for seniors and homebound.  
 
Commissioner Favors made the motion to approve FY23 EOA Subcontract. The motion was 
seconded by Commissioner Thompson and passed unanimously.  
  

4. Consideration to Approve LOST Certification. 
David advised that as discussed at the previous work session, all parties have agreed on the 
renegotiation for LOST as the amounts have stayed the same.  
 
Vice Chairman Wilson made the motion to approve LOST Certificate. The motion was seconded 
by Commissioner Jopling and passed unanimously.  
 

5. Consideration to Approve Security Upgrades at Boys & Girls Club.  
David advised that as discussed at the previous work session, extra security measures are 
needed at the Boys and Girls Club due to continued vandalism. He is recommending that option 
3 which includes 2 interior and 8 exterior security cameras be added, the cost is $26,685.94 with 
multiple funding sources.  
 
Vice Chairman Wilson made the motion to approve option 3. The motion was seconded by 
Commissioner Thompson and passed unanimously.  
 

6. Consideration to Approve Letter of Support for Augusta Regional Airport. 
David advised that Augusta-Richmond County is requesting a letter of support for additional 
hanger space at the Augusta Regional Airport.  
 
Commissioner Jopling made the motion to approve the letter of support. The motion was 
seconded by Vice Chairman Wilson and passed unanimously.  
 

7. Consideration to Approve Lighting Agreement for Government Complex. 
David advised that as discussed at the previous work session, he is recommending the addition 
of 38 LED lights at the government complex. There is cost savings due to the monthly bill being 
lower with the additions.  
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Commissioner Jopling made the motion to approve the lighting agreement. The motion was 
seconded by Vice Chairman Wilson and passed unanimously.  
 

8. Consideration to Approve Concurrence with County Attorney Regarding Markatleo Street, 
Lokey Street and Brown Street.  
David advised that as discussed at the work session, the county attorney is requesting 
concurrence with his opinion in response to a matter regarding road acceptance. Kings Town 
Estates, LLC is seeking to build on a 23 acre lot off Wrens Highway. The previous owner advised 
that a request to have the county accept the listed 3 roads. In research of the minutes from 
1970, there was never any acceptance of these road by the county.  
 
Commissioner Thompson made the motion to approve concurrence with county attorney on 
road acceptance. The motion was seconded by Commissioner Jopling and passed unanimously.  
 

9. Consideration to Approve Fall Trash Amnesty.  
David advised that the board discussed holding trash amnesty day on October 15th.  
 
Commissioner Thompson made the motion to approve October 15th as fall trash amnesty day. 
The motion was seconded by Commissioner Favors and passed unanimously.  
 

10. Consideration to Approve ACO Report for September 2022. 
Stacey presented the ACO Report for September 2022. There was a decrease of $4,657.19 to the 
property tax digest due to appeals being settled. There was also a decrease to mobile home 
digest of $57.93 from granted homestead exemptions.  
 
Vice Chairman Wilson made the motion to approve ACO Report for September 2022. The 
motion was seconded by Commissioner Thompson and passed unanimously.  
 

ADJOURNMENT 
A motion was made by Vice Chairman Wilson to adjourn the regular meeting at 10:19 am, seconded 
by Commissioner Jopling and passed unanimously.   
 
MCDUFFIE COUNTY BOARD OF COMMISSIONERS 
 
 
                     ATTEST:    ___ 
Charles G. Newton, IV, Chairman     Nikki Milburn, County Clerk  
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FISCAL YEAR 2023 BUDGET POLICY 
 
 
 
 A. PURPOSE 
  

The Board of Commissioners has approved this budgetary policy for organizations funded by the 
Board in preparing the 2023 Proposed Budget.  The County Manager and the Finance Director 
shall implement and enforce this policy, unless otherwise directed by the Board of 
Commissioners.   
 

B. BUDGET STRUCTURE 
 
 The County Budget for FY 2023 will be generally structured as follows: 
 
 1. Appropriations 
 

    I. Personal Services (including salaries, wages & employee benefits – Line Items 
51.XXXX) 

    II. Operating Expenses (Line Items 52.XXXX – 53.XXXX) 
    III. Operating Capital including equipment valued at $1000 or more, but less than 

$5000 (Line Items 54.XXXX) 
   IV. Major Capital Outlays – Items over $5000 (Line Items 54.XXXX)  

   
(Note:  Certain capital items and capital projects will be considered in the 
separate Capital Improvements Program (CIP) Budget and are typically funded 
with grant/loan funds or SPLOST dollars.) 

  
 2. Revenues    (Line Items 31.XXXX – 39.XXXX) 
   
C. GOAL/OBJECTIVES 
 

The overall budgetary goal of the Board of Commissioners is to provide the citizens of McDuffie 
County an appropriate level of governmental services at the lowest possible cost.  Only those 
programs and services, which provide necessary benefit to the public, should be continued.  
Programs and services offering marginal benefit shall be thoroughly examined for purposes of 
reduction or elimination. 
 
Throughout the budgeting process, all organizational units shall consider efficiency and necessity 
as its primary objectives in proposing the funding of programs and services.  Budget requests shall 
be completely and thoroughly justified in writing as further outlined below.     
 

• All budget requests shall begin at a Zero Base.   
• Supporting documentation shall be provided for all proposed expenditures above Zero.   

 
   The Board will only consider budget request that provide adequate supporting documentation.  

Any budget request which does not meet the above guidelines, is incomplete, or which contains 
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errors/inaccuracies may be returned to the originating department for further work, by direction 
of the Board of Commissioners. 

 
D. PROCEDURE 
 
 I. Personal Services (Budget Request Schedule I) 
 
  1.    The Schedule I details the cost of existing personnel salaries as of the current fiscal 

year and approved vacancies at entry level (i.e. salary plus any projected 
overtime).  Emphasis should be placed on absolutely minimizing the 
budgeting/use of overtime.  Further, any vacant positions which are not critically 
needed should be eliminated.  (The Finance Department will provide for your 
review/use a partially completed Schedule I which will assist you in preparing 
your actual Personal Services Budget Requests). 

 
  2.   Requests for additional staff positions will be scrutinized very thoroughly.  

Overtime should be carried forward to the Schedule II-A and additional staff 
positions should be carried forward to the Schedule II-B, providing justification 
for these needs.   

 
 II. Operating Expenses (Budget Request Schedules II-A and II-B) 

 
  1. Total operating expenses (to include personal services) for current programs and 

levels of service should be budgeted beginning at a Zero Base.  Every individual 
line item must be specifically identified and thoroughly justified in writing on 
Schedule II-A, regardless of whether the requested amount is an increase, 
decrease, or no change from the previous year’s budget.   

 
  2. Proposed New Programs or levels of service must be submitted on Schedule II-B, 

in order to give a thorough explanation of the program/service, as well as a 
complete compilation of cost.  Because of this strict budgetary policy, requests 
for increased levels of service and “new” programs will be reviewed in great 
detail.   

 
 III. Operating Capital (Items of Equipment $1000 or more but less than $5000) (Budget 

Request Schedule III) 
 
  1. All requested capital expenditures will have to be individually justified, reviewed 

by the County Manager and approved by the Board of Commissioners. 
 
 IV. Major Capital Outlays – Items over $5000 (Budget Request Schedule IV) 
 
  1. Any major capital requests (items over $5000 will require separate additional 

authorization by the Board of Commissioners prior to final bid award or purchase 
(Schedule IV).   

 
Note: While this policy allows for certain adjustments for irregular significant capital items 
because these costs vary widely from year to year, they will be considered as much as 
practicable into the overall departmental budget criteria.  (Certain capital items/projects 
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will be considered separately and most often will require a special funding source such as 
SPLOST, etc.) 
 
IMPORTANT TIP:  You should completely fill out Schedule I, Schedule II-A, Schedule III and 
Schedule IV before completing the actual Budget Request sheet(s).  These and the other 
schedules are simply the detailed back-up for your overall Budget Request. 

 
 V. Revenues (Budget Request Schedule V) 
 

1. Revenue projections should be based upon the most reliable current information 
available.  If your department generates any type of revenue, you must submit a 
completed Schedule V, including every revenue item, a projected amount, etc.  
While it is a good budgeting practice to stay on the “conservative” side, known 
growth factors and past experience must be considered.  Please do not budget 
revenue at a level you have not been able to achieve in the last few years.  
Proposed changes to the schedule of fees or user fees should be considered 
where appropriate to assist in paying for services and programs.  The Board of 
Commissioners will make all final decisions in regard to increasing fees, but it is 
important that you bring any such proposals forward for their consideration.    

 
E. BUDGET SCHEDULE 
 
 The formal budget preparation schedule/process for FY 2023 will be as follows: 
 

June 21, 2022 Board Review and Approval of Proposed FY 2023 Budget Policy and Process 
 

June 28, 2022 Budget Preparation Meeting for Constitutional Officers and Department 
Heads 

- Additional information and forms will be provided  
 

July 15, 2022 Budget requests due from constitutional officers and department heads and 
“other funded organizations”   

- Any requests received after this date will be delinquent and may not 
be considered 
 

July 18-22, 2022 County Manager and Finance Director schedule/conduct meetings with 
constitutional officers and department heads, as necessary 
 

August 1, 2022 Preparation and presentation of a Tentative Budget by County Manager and 
Finance Director    
 

October 18, 2022 Board of Commissioners budget work sessions 
- Constitutional Officers, Department Heads, or other funded 

organizations to meet with Board of Commissioners as necessary 
- Copies of resulting Proposed Budget will be made available to the 

public 
 

November 2, 2022 Public Hearing of FY 2023 Proposed Budget and Notice of Meeting to adopt 
budget 
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November 15, 2022 Public Hearing of Final Proposed Budget and adoption of the FY 2022 Budget 
 

January 1, 2023 FY 2022 Budget becomes effective 
 
  

 
F. CONCLUSION   
 
 The earnest and cooperative effort of all involved in the budgeting process will help ensure the 

most cost-effective provision of needed services to the citizens of McDuffie County.  Your sincere 
effort in following these guidelines and time frames is crucial to the process and will be 
appreciated. 

  
 Approved by the McDuffie County Board of Commissioners this 21st day of June 2022. 

 
 
 
 
 
 
     ____________________________________________ 
     Chairman, McDuffie County Board of Commissioners 
 
 
 
 
 
 ATTEST: 
 
 
  ___________________________ 
  County Clerk  



McDUFFIE COUNTY, GEORGIA 
CLASS SPECIFICATION 

              
 
Job Title:  Animal Shelter Director      Dept Code: 3910 
Department: Animal Shelter       Date:             10/2022 
Reports To: County Manager 
 

JOB SUMMARY: 

The McDuffie County Animal Shelter Director is responsible for the overall day-to-day operations of the 
McDuffie County Animal Shelter and the welfare of the animals there. The Director reports to the 
County Manager and supervises one part-time Technician. The Director will be tasked with building a 
network of community contacts to improve adoption and euthanasia rates, increasing volunteer 
participation and establishing a public-facing, care-centered mission for the Animal Shelter Department. 

JOB ESSENTIAL FUNCTIONS: 

• Shelter Management 
o Responsible for staff and overall animal welfare 
o Ensure compliance with requirements of the Georgia Department of Agriculture any 

other federal, state, and/or local regulatory guidelines 
o Provide the highest quality of care possible within the shelter's resources, including 

ensuring feeding, cleaning, medical care, exercise and considerate, compassionate 
handling of shelter animals 

o Manage the continued process of animals being transferred in from other 
facilities/owner surrenders and animals being adopted out 

o Cultivate positive relationships with rescue groups, transport organizations, 
veterinarians and shelter partners and others to facilitate animal transfers and ensure 
established standards of care 

o Maintain or improve live release, adoption and euthanasia rates 
o Work with the shelter team to implement standard protocol and procedures  
o Supervise and perform euthanasia in accordance with shelter protocol and Georgia law; 

train personnel in preparation for euthanasia certification achievement 
o Maintain and review reports and documentation: 

 Equipment and daily operational supply inventory and status 
 Daily adoption/surrender/euthanasia activity sheets 

o Prepare monthly/annual animal statistics reports and paperwork for leadership and 
public review 

o Manage of department budget 
o Develop work schedules, evaluates staff performance, submits time and attendance 

information into payroll system, maintains personal and training files, etc.  
• Public Information/Education 

o Establish public education program for proper care and treatment of animals 
o Serve as speaker for community groups as requested  



o Coordinate with Public Information Officer on all external communication, including but 
not limited to social media, website updates, adoption events, press releases, 
interviews, and video or TV requests 

o Establish and maintain web listing of available animals  
• General 

o Provide a positive example regarding work ethic, attitude, professional ethics, 
knowledge of policies and procedures, interpersonal interaction and respect for animals 
and humans 

o Provide on-call support to respond to animal emergencies on an as-needed basis 
o Other duties as assigned 

KNOWLEDGE REQUIRED BY THE POSITION: 

• Experience in animal welfare or animal medicine 
• Comprehensive knowledge of animal control management methods  
• Supervisory or leadership experience, preferably in a shelter, rescue or animal control 

environment 
• Ability to supervise and create strong, positive team relationships with staff and other shelter 

partners 
• Ability to multi-task, prioritize consistent with shelter priorities, deal calmly with a certain level 

of expected chaos, and to meet deadlines 
• Ability to work with and handle stressed, injured and possibly aggressive animals safely and 

humanely 
• Skillful at responding to controversial perspectives with diplomacy 
• Proficiency with word processing and spreadsheet software 
• Ability to reach with hands and arms, stand, walk, sit, stoop, kneel/crouch, and lift or move 50 

pounds 
• Able to work weekends and holidays as necessary 
• Preferred: Knowledge of federal, state and local laws and ordinances, animal safety and 

disposition practices, program promotion and evaluation, financial management 
• Preferred: Knowledge of equipment associated with animal control activities, including animal 

restraint equipment, chemical immobilization equipment, animal traps, etc. 
 

MINIMUM QUALIFCATIONS: 

o High school diploma or GED 
o Four years of experience in a veterinary office, kennel, shelter or similar environment 
o Four years of supervisory experience preferred 
o Experience in working with governmental agencies, community groups, volunteers and 

or animal welfare organizations 
o Euthanasia Certification required 
o Possess and maintain a valid driver’s license 



McDUFFIE COUNTY, GEORGIA 
CLASS SPECIFICATION 

              
 
Job Title:  Shelter Technician      Dept Code: 3910 
Department: Animal Shelter       Date:             10/2022 
Reports To: Animal Shelter Director 
 

 

JOB SUMMARY: 

The McDuffie County Animal Shelter Technician is responsible for perform manual and semi-skilled work 
involving the care for all animals within the shelter, regular cleaning and maintenance of the McDuffie 
County Animal Shelter, as well as assisting with adoptions and other duties. The Shelter Technician 
reports to the Animal Shelter Director. 

JOB ESSENTIAL FUNCTIONS: 

• Clean and maintain the animal shelter 
o Clean and sanitize (mopping, sweeping, laundry, dishes, etc.) facility, concentrating on 

animal areas and related equipment/materials in accordance with the shelter’s standard 
operating procedures 

o Make minor repairs to equipment and facility  
• Maintain the welfare of the animals in the shelter in accordance with shelter guidelines 

o Provide general care to animals by bathing, grooming, treating for fleas/ticks as needed, 
etc. 

o Provide fresh food daily to all animals housed at the facility and according to feeding 
schedule and dietary needs 

o Administer medication and other treatments, as needed, under the 
direction/supervising of the Shelter Director or Supervising Veterinarian 

o Walking and picking up after the dogs, in all weather conditions  
o Observe all animals for signs of illness, injury or any unusual behaviors and report any 

changes to the Shelter Manager or Supervising Veterinarian 
o Assist and support veterinarian staff with the medical care of animals in the shelter 
o Prepare and/or process a variety of documentation such as microchip forms and animal 

cage cards 
o Transport live animals as needed 

• Other duties  
o Interact and communicate comfortably with various groups and members of the general 

public 
o Assist with adoptions and community events 
o Supervise introduction of potential adoptions 
o Enter and track calls, requests for assistance, adoption inquiries 
o Take pictures for animal records  
o Enter animal records into the assigned computer system 



o Assist the Director with any other tasks 
o Answer incoming calls and return calls 

PHYSICAL REQUIREMENTS: 

• Physical ability to walk and/or stand on your feet throughout a normal workday required 
• Physical ability to engage in repetitive motions of legs, arms, and hands, to hear, to see, to move 

animals and goods 
• Physical ability to push/pull up to 150 pounds and to carry/lift up to 50 pounds regularly 

throughout a normal workday required 
• Allergic conditions, which would be aggravated when handling or working with animals, may be 

a disqualification 
• Ability to work irregular hours to include days, holidays, and weekends 
• Ability to work with and handle stressed, injured and possibly aggressive animals safely and 

humanely 

MINIMUM QUALIFCATIONS: 

- High school diploma or GED 
- Previous experience in an Animal Shelter or related field preferred 
- Ability to communicate professionally, courteously and compassionately interact with the 

general public 
- Proficiency with word processing and spreadsheet software 
- Knowledge of basic animal behavior 
- General maintenance and repair skills preferred 
- Possess and maintain a valid driver’s license  
- Must have reliable transportation 
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