
District of Houston 

Animal Control / Bylaw Enforcement Officer (Part Time, 24 Hours/Week)

The District of Houston is looking for an Animal Control / Bylaw Enforcement Officer. This 

position is a part-time (3 days/24 hours per week), exempt, non-unionized position.

The ideal candidate for this position will have a strong background in regulatory enforcement or 

animal control (or an equivalent combination of education and experience), exercise sound 

judgment and professionalism, possess strong investigative and communication skills, and be 

comfortable working both independently and in public-facing situations while supporting 

community safety and standards. 

The Community  

Houston is nestled in the beautiful Bulkley Valley amongst some of BC’s finest outdoor 

recreational opportunities. Strategically located halfway between the hub cities of Prince George 

and Terrace, the District and its surrounding countryside can be enjoyed year round, offering a 

range of activities including cross country skiing, hiking, fishing, biking, and snowmobiling. With 

a population of 3200, Houston is well known for its small-town charm and warm hospitality. 

Houston has amazing indoor recreation facilities and access to the outdoors, making the 

community a big draw for the overall quality of life. 

The Animal Control / Bylaw Enforcement Officer 

Reporting to the Director of Protective Services, the Animal Control / Bylaw Enforcement Officer is 

responsible for enforcing municipal bylaws and applicable provincial legislation to support public 

safety, community standards, and regulatory compliance within the District of Houston. The 

position carries a dual focus on general bylaw enforcement and animal control services and 

requires a balance of education-based enforcement, investigation, and regulatory action. 

The Officer investigates complaints, conducts inspections, gathers evidence, prepares detailed 

enforcement files and reports, and may attend hearings or court as required. The role involves 

regular interaction with the public and requires diplomacy, tact, and professionalism when 

addressing complex or confrontational situations. The Officer works collaboratively with internal 

departments, external agencies, and service providers while exercising independent judgment in 

the field. 



Key responsibilities include responding to bylaw and animal control complaints, conducting 

proactive patrols, issuing compliance notices or bylaw notices where appropriate, educating 

residents on bylaws and responsible pet ownership, capturing and transporting stray or at-risk 

animals using safe handling practices, maintaining accurate enforcement and animal control 

records, and supporting reporting and policy development activities related to bylaw enforcement. 

Qualifications 

1. Completion of Grade 12 education.

2. Bylaw Compliance, Enforcement and Investigative Skills Level I and II from the Justice

Institute of British Columbia, or equivalent recognized training (or a willingness/ability to

obtain within the first six months of employment).

3. Eligibility for appointment as a Bylaw Enforcement Officer under the BC Police Act.

4. Completion of a minimum 20-hour relevant Animal Control training program or equivalent

experience (or a willingness/ability to obtain within the first six months of employment).

5. Strong investigative, enforcement, and problem-solving skills, including the ability to

prepare detailed written reports and legal documentation.

6. Ability to effectively communicate and engage with the public in a professional,

respectful, and consistent manner.

7. Standard First Aid or equivalent, CPR C and AED.

8. Possession of a current, valid Class 5 B.C. Driver’s Licence with a clear driver’s

abstract.

9. Completion of satisfactory Criminal Record and Vulnerable Sector checks.

Compensation 

The Animal Control / Bylaw Enforcement Officer will receive an hourly wage of $38.89, a 

comprehensive benefits package, as well as a family pass to the District’s top-notch Leisure 

Centre.  

This position may be eligible for enrolment in the pension plan after a period of 2 years, subject 

to applicable eligibility criteria. 

How to Apply 

Applications for this opportunity must be submitted by email to Karen Hogstead, 

Director of Corporate Services at hr@houston.ca. This competition will remain open until 
a suitable candidate is found.

We wish to thank all applicants for their interest and effort in applying for this position and 

advise that only candidates selected for interviews will be contacted. 

mailto:hr@houston.ca


EXEMPT JOB DESCRIPTION 

ANIMAL CONTROL / BYLAW ENFORCEMENT OFFICER 

JOB SUMMARY: 

The Animal Control / Bylaw Enforcement Officer is responsible for enforcing municipal bylaws and 

applicable provincial legislation to support public safety, community standards, and regulatory 

compliance within the municipality. The position involves investigation, education-based 

enforcement, evidence gathering, court attendance, and public engagement. Duties include general 

bylaw enforcement as well as animal control services. The Officer exercises sound judgment, 

diplomacy, and professionalism while working both independently and collaboratively with internal 

departments and external agencies. 

RESPONSIBILITES: 

Under the direction of the Director of Protective Services, the officer will perform duties in: 

Bylaw Enforcement 

• Respond to public inquiries and complaints received in person, by telephone, or in writing

regarding alleged bylaw violations. Investigate and process inquiries and complaints in a

professional manner and take appropriate action as required in accordance with the District’s

established policies and procedures and provincial legislation.

• Investigate complaints and conduct field and site inspections to determine compliance with

municipal bylaws and applicable legislation.

• Enforce regulatory bylaws including, but not limited to: Public Nuisance, Traffic and Highway

Regulation, Zoning, Building, Business Licensing, Sign, Parks, Environmental Protection, and

other regulatory bylaws.

• Direct property owners, residents, and other parties toward bylaw compliance through

education-based enforcement, including the issuance of compliance notices, orders, and

bylaw notices under the Bylaw Notice Enforcement Act, where appropriate.

• Conduct regular proactive patrols of downtown areas, residential areas, parks, and public

spaces.

• Interpret bylaws, policies, and regulations for the public, staff, and other departments, and

provide recommendations regarding compliance.

• Coordinate matters arising from the issuance of bylaw notices under the Bylaw Notice

Enforcement Act, including dispute and adjudication processes.

• Prepare and maintain accurate, complete enforcement files, including written reports,

correspondence, photographic evidence, and confidential records.

• Collect, document, and manage evidence for legal proceedings; develop case management

strategies.

• Prepare background case information, affidavits, reports, and correspondence and attend

court or hearings as required, providing testimony as a witness or prosecutor.

Animal Control Services 

• Respond to complaints related to aggressive animals, stray animals, excessive noise, and

animal welfare concerns.
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• Conduct targeted patrols to monitor animal-related activity and identify potential animal

control or welfare issues.

• Educate the public on responsible pet ownership and applicable animal control bylaws.

• Issue compliance notices and bylaw notices for non-compliance when necessary, in

accordance with the Bylaw Notice Enforcement Act.

• Capture, handle, and transport stray or at-risk animals using approved safe handling practices.

• Maintain accurate records of animal control complaints, enforcement actions, and animal

intakes.

• Assess animal welfare concerns and coordinate referrals or investigations with appropriate

agencies where matters fall outside municipal authority.

• Coordinate the intake, transfer, or release of animals with contracted service providers or

partner agencies in accordance with municipal policy.
General Duties 

• Liaise with external agencies in the investigation and resolution of enforcement matters.

• Assist other municipal departments with bylaw or regulatory enforcement as directed by the

supervisor.

• Answer public and staff inquiries related to bylaws and policies.

• Compiles statistics, prepares reports, and assists in the development of policies and

procedures.

• Support the administration of bylaw enforcement data, compliance tracking, and reporting

to inform Council, management, or policy reviews as required.

• Perform related duties as assigned by the Director of Protective Services.

REQUIRED QUALIFICATIONS, SKILLS, AND ABILITIES: 

Education & Certifications:  

• Completion of Grade 12 education.

• Bylaw Compliance, Enforcement and Investigative Skills Level I and II from the Justice Institute of

British Columbia, or equivalent recognized training (or ability and willingness to obtain within first

six months of employment).

• Eligibility for appointment as a Bylaw Enforcement Officer under the BC Police Act.

• Completion of a minimum 20-hour relevant Animal Control training program or equivalent

education/experience (or ability and willingness to obtain within first six months of employment).

• Standard First Aid or equivalent, CPR C and AED.

• Clear Criminal Record and Vulnerable Sector checks.

• Valid Class 5 B.C. Driver’s Licence with a clear driver’s abstract, maintained in accordance with

municipal policy.

Experience: 

• A minimum of three (3) years’ related experience, with a focus on investigation, evidence

gathering, report writing, and regulatory or compliance enforcement, is preferred.

Knowledge and Skills: 

• Knowledge of municipal bylaws, enforcement procedures, and applicable provincial

legislation.
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• Understanding of court procedures, rules of evidence, and occupational health and safety

requirements.

• Strong investigative, enforcement, and problem-solving skills.

• Ability to interpret, explain, and apply bylaws and regulations clearly and consistently.

• Excellent written and verbal communication skills, including preparation of accurate reports

and correspondence.

• Ability to exercise sound judgment, tact, diplomacy, and professionalism when dealing with

the public, including difficult or confrontational situations.

• Ability to engage with marginalized and vulnerable people, to assist in coordination of

appropriate social, health, and enforcement responses.

• Strong organizational skills with attention to detail and the ability to prioritize workload and

meet deadlines.

• Ability to work independently with minimal supervision.

• Proficient computer skills, including accurate record-keeping and use of standard office

software (e.g., Microsoft Office).

Working Conditions / Environment: 

• Work is performed both indoors and outdoors.

• Required to work in all weather conditions.

• Periods of standing, walking, and driving.

• Exposure to standard office equipment and computer use.

• Operation of a municipal vehicle is required.

• Occasional exposure to volatile or confrontational situations.

Approved by: 

____________________________ 

Gerald Pinchbeck 

Chief Administrative Officer 

Date prepared: April 2026 




