COMPETENCY MODEL FOR
FINGERPRINT IDENTIFICATION EXPERT (2018)
CLASS CODE 1157

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of FINGERPRINT IDENTIFICATION
EXPERT. (Numbers refer to the order of competencies in the Competency Bank.)

5. Learning Ability

6. Attention to Detall

12. Conscientiousness

20. Job Knowledge

33. Interpersonal Skills

40. Credibility

44, Follow Written Directions
45. Oral Communication

On the following pages are descriptions of each competency, including a definition, the
level of the competency required for the class (italicized, bolded, and underlined),
examples of behavioral indicators, and satisfactory and superior performance levels.



5. LEARNING ABILITY — Readily acquires and applies new information.

Level of Competency Required by Job:

Level 1: Learn job-related information, rules, and procedures, and
apply them correctly.

Level 2: Learn and apply extensive job-related information correctly. Make
reasonable inferences when specific information needed in a given
instance was not presented.

Level 3: Access new job-related information via print or electronic media, in

educational/training programs, and/or by speaking with others, and
apply it correctly to the job.

Examples of Behavioral Indicators:

Recalls information presented in educational/training programs.
Recognizes how to apply newly acquired information to the job.
Applies new information to the job in a way that increases productivity.
Applies “lessons learned” from prior work experiences to current work.
Answers questions/coaches others who received the same instruction.

Performance Levels:

Satisfactory Superior
Learns new information and applies it Readily acquires new information,
appropriately to situations/issues. makes appropriate inferences based on

it, and integrates it with prior learning
and experience to maximize its use in a
variety of situations or with respect to a
variety of issues.



6. ATTENTION TO DETAIL — Extremely careful in addressing all aspects of each
work assignment in order to produce “completed staff
work” and/or avoid any negative outcomes.

Level of Competency Required by Job:

Level 1;

Level 2;

Ensure all aspects of work assignment are completed as directed.

Verify that each aspect of work assignment is properly completed;

make logical inference regarding additional activities that may need
to be performed to produce “completed staff work.”

Level 3: Include evaluation

final work/work product in its

accomplishment: make adjustments as possible to improve.

Examples of Behavioral Indicators:

e Carefully checks all aspects of work for completion and accuracy before

submitting.

e |dentifies errors (for example,

typo’s,

computations, measurements,

application of laws/rules/policies) and corrects them prior to submitting.

Performance Levels:

Satisfactory

Ensures that each task accomplished
represents “completed staff work.” No
remaining details/ inconsistencies for
others to address.

Cross-checks work against available resources.

Sets up a means of checks and balances to ensure work accuracy.
Considers changes in final work product to ensure usability by recipient.
Completes all revisions upon request.

Superior

All aspects of each task completed are
verified to be correct. Identifies any
foreseeable consequences of work that
may need to be addressed and does
so.



12. CONSCIENTIOUSNESS - Dependable, reliable, diligent, and attends to all

aspects of assignments (the “details”).

Level of Competency Required by Job:

Remain on-task and make every reasonable effort to complete

work in time allotted. Note discrepancies and takes action or
informs appropriate person when “things don’t seem right” in

Note when own work logically relates to the work of others and
coordinate with them and when additional tasks must be performed
to complete an assignment and perform/assign them. Recognize
when, despite best efforts, work will not be done and notifies

Level 1:

information or data.
Level 2;

supervision.
Level 3:

Attend to each area of responsibility, and if all are not being
addressed, arrange for transfer or elimination of some of them.
Ensure that all aspects of programs/projects are properly
addressed to ensure success.

Examples of Behavioral Indicators:

Seeks all necessary information to do the job well.

Learns from experience so can recognize when things are not right.

Maintains a high level of task-related behavior.

Continues to work diligently in the absence of supervision.

Fully attends to seemingly minor as well as major aspects of each work

assignment.

Performance Levels:

Satisfactory

Fully attends to work at hand; notes
details, errors, and discrepancies and
follows-up as necessary. Reliably
performs and completes  work.
Punctual; respectful of others’ time.

Superior

Notes relationship of own work to work
of others to ensure all aspects are
coordinated. Performs additional tasks
and otherwise follows-up to ensure
thoroughness.



20. JOB KNOWLEDGE - Knows information required to perform a specific job.
Includes both widely available courses of study (for
example, chemistry, human resources management,
graphic arts) and City-specific information (parking
regulation and ticketing practices; purchasing
procedures; provisions of the City Charter).

Level of Competency Required by Job:

Level 1: Knowledge is concrete, factual, and/or procedural and may be
defined by the organization. Situations in which it is applied are
quite consistent.

Level 2: Knowledge is substantive and may be defined by an external
trade, field, or profession. Situations in which it is applied vary
and, as such, require breadth and depth of understanding.

Level 3: Knowledge is abstract, conceptual, and/or complex and may be
supported by a well-defined academic discipline or authoritative
sources (e.g., laws, ordinances, government guidelines/regulations/
codes). Situations in which it is applied may vary greatly or be
novel.

Examples of Behavioral Indicators:

Performs work correctly/avoids technical (job content related) errors.
Answers technical questions about work accurately.

Asks few technical questions about the performance of routine work activities.
Offers advice (“‘coaching”) to new employees regarding their work.

Develops training programs for other employees.

Sought out as a source of information by others.

Performance Levels:

Satisfactory Superior

Sufficient job knowledge to perform Expertise in technical job information
work correctly independently. Answers sufficient to serve as a resource to others.
technical questions about work May develop training manuals/ programs
correctly. and/or give internal and/or external
presentations related to work.



Job Knowledge Areas

. Knowledge of fingerprint patterns sufficient to interpret, compare, and positively
identify fingerprints based on pertinent characteristics such as bifurcations,
ending ridges, islands, and dots.

. Knowledge of the National Crime Information Center (NCIC) classification
systems sufficient to classify, interpret, and compare fingerprints.

. Knowledge of the completeness and quality of fingerprints sufficient to determine
whether they are useful for purposes of comparison and identification.

. Knowledge of how to operate the Fingerprint Scanner sufficient to enter
fingerprints into Automated Fingerprint Identification System (AFIS).

. Knowledge of how to properly roll fingerprints including how to prepare fingers,
how much ink to apply to platen or fingerprint pad, how much pressure should be
applied, and which direction to roll fingers in order to ensure high quality
fingerprints.

. Knowledge of how to deal with unusual circumstances encountered while rolling
fingerprints including extra or missing (whole or partial) digits and deformities
such as webbed or arthritic fingers in order to ensure high quality prints which are
classifiable.

. Knowledge of arranging numbers up to seven digits long in ascending and
descending order sufficient to utilize numerical filing systems.



33. INTERPERSONAL SKILLS - Interacts effectively and courteously with others.

Level of Competency Required by Job:

Level 1: Interact with members of the workgroup, supervision, and/or the
public in a cordial, service-oriented manner.

Level 2: Interact across department lines and with appointed City
officials, and/or members of the public, at times under
adversarial circumstances, in a cordial, respectful manner.

Level 3: Interact with appointed and elected City officials, department

heads, representatives of external organizations, and/or the media
in a cordial, effective manner.

Examples of Behavioral Indicators:

Works well with others toward mutual objectives.

Does not arouse hostility in others.

“Disagrees without being disagreeable.”

Elicits acceptance/cooperation from others.

Affords all individuals respect, regardless of their role or status.

Effectively addresses concerns of politicians or others who may have their

‘own agenda.”

Performance Levels:

Satisfactory

Behaves in a courteous, respectful,
cooperative manner toward co-
workers, other City employees, and
members of the public.

Superior

Facilitates positive interpersonal
relations withinfamong workgroups
and toward members of the public.
Adept at finding similarities and
grounds for  cooperation/mutual
benefit.



40. CREDIBILITY - Is truthful and sincere; objectively and clearly provides all
pertinent information rather than being vague, omitting negative
information or only stating what listeners “want to hear.”

Level of Competency Required by Job:

Level 1: Freely and openly share accurate job-related information with co-
workers.

Level 2: Provide complete, accurate information to other City
employees and members of the public.

Level 3: Represent department to the Mayors’ Office, City Council, City

Commissions, and/or

department heads, and/or to external

organizations, professional associations, and/or the media.

Examples of Behavioral Indicators:

e Admits mistakes.

e Information provided is consistent (not contradictory or stating different things

to different people).

e Answers guestions directly and thoroughly.

e Shares credit for achievements.

e Acts in the best interest of the organization, not self interest.

Performance Levels:

Satisfactory

“Tells the complete story” from the
onset. Is forthcoming with full
information when guestioned.
Statements are consistent. Readily
admits mistakes and gives credit to
others.

Superior

Information provided is complete and
accurate, and includes any negative
information or information contrary to
self interest. Does not attempt to be
vague or put a “spin” on negative
information to make it appear more
positive.



44. FOLLOW WRITTEN DIRECTIONS - Performs work accurately as directed in

writing.
Level of Competency Required by Job:
Level 1: Perform tasks assigned in writing.
Level 2: Perform work after reading instructional manual.
Level 3: Perform work after completion of training modules or

programs presented in writing.

Examples of Behavioral Indicators:

e Correctly completes work assigned in writing.

e Answers guestions and/or explains work to others who received the same
instructions.

e Learns and applies information presented in writing (instruction manual;
training program).

e Correctly infers details of work to be performed that were unclear or omitted
as presented in writing.

Performance Levels:

Satisfactory Superior

Correctly performs work assigned or for Understands instructions and training

which training was provided in writing. materials presented in writing to the
extent that is able to answer questions
or explain to others. Correctly infers
unclear or omitted details as presented
in writing.



45. ORAL COMMUNICATION — Communicates orally in a clear, concise, and

effective manner.

Level of Competency Required by Job:

Level 1: Exchange specific, job-related information orally with others in the
immediate work environment or via telephone and/or radio.

Level 2: Obtain/provide/present general and/or job-specific information

orally to a variety of others in various situations.

Level 3: Obtain/provide/present a diverse array of information orally at
varying levels of complexity to a wide range of others across many
different situations and circumstances.

Examples of Behavioral Indicators:

or too little detail).

Audience clearly understands the intended message.

Rarely must repeat information in response to questions.

Refrains from use of unnecessary words, phrases, or jargon.
Provides a level of detail appropriate to the situation (avoids too much

e Speaks at a level appropriate to the audience in terms of terminology,
sentence structure, and simplicity/complexity of ideas expressed.
e Uses words with precision (vocabulary) to convey exact information.

Performance Levels:

Satisfactory

Speaks clearly and audibly,
providing the appropriate information
and level of detail. Typically conveys
the message on the first attempt.
Answers questions accurately and
directly.

Superior

Speech is direct and to the point.
Speaks convincingly and with
authority when appropriate.
Maintains sensitivity to the audience
while providing thorough information
with the appropriate level of detail
through the use of precise language.






