COMPETENCY MODEL FOR

CABLE TELEVISION PRODUCTION MANAGER
CLASS CODE 1801

The following competencies have been identified as those that best separate superior from
satisfactory job performance in the class of CABLE TELEVISION PRODUCTION MANAGER:

3. Judgment and Decision Making
6. Attention to Detall

20. Job Knowledge

32. Responsiveness and Follow-Up
33. Interpersonal Skills

35. Teamwork

37. Flexibility

49. Project Management

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



Attachment 4

3. JUDGMENT AND DECISION MAKING — Accurately assesses situations, seeks new
information if necessary, and applies all
available information to reach sound
conclusions/formulate effective response.

Level of Competency Required by Job:

Level 1: Training and guidelines needed to respond to immediate situations within
very specific function are provided (or supervisor available to assist).

Level 2: General information and guidance to assist in responding to a variety of
situations across a range of circumstances are provided.

Level 3: Little guidance available for responding to a wide range of complex
situations with far-reaching and/or enduring consequences.

Examples of Behavioral Indicators:

o Effectively responds to atypical situations.

e Asks questions or otherwise obtains additional relevant information to make a
decision.

o Formulates a decision and necessary actions based on available facts.

o Correctly infers appropriate response based on information provided and existing
policies, personal experience, and/or consultation with others.

e Discusses conclusions/possible responses with others before taking action as
necessary.

o Considers impact of decisions on all affected parties.

Performance Levels:

Satisfactory Superior
Correctly assesses routine and unusual Evaluates new situations accurately to
situations and reaches appropriate establish an appropriate response or plan of
conclusions for actions needed. Obtains action. Recognizes the impact on all
additional information and/or consults with affected parties, as well as the possible
others as necessary. ramifications and/or repercussions of setting

a precedent.



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 of final work/work product in its accomplishment;

make adjustments as possible to improve.

Examples of Behavioral Indicators:

o Carefully checks all aspects of work for completion and accuracy before submitting.

Identifies 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. ldentifies any
foreseeable consequences of work that
may need to be addressed and does so.



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 acquired after hire in a brief orientation, short training
program, or through on-the-job training.

Level 2: Knowledge acquired through an apprenticeship or extensive training
program, or long duration of job performance.

Level 3: Knowledge acquired through a prolonged external course of study
and/or extensive training and experience within the City.

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.

Performance Levels:

Satisfactory Superior

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

presentations related to work.



Knowledge Areas

1. Knowledge of television and multimedia production at a production facility, or cable
station, or production company management; *

2. Knowledge of federal, state, and local television production codes;
3. Knowledge of safety principles and practices relating to television productions;

4. Knowledge of laws and regulations related to equal employment opportunity and
affirmative action;

5. Knowledge of MOU’s as they apply to subordinate personnel;

6. Knowledge of how to plan, develop and coordinate television programs in a variety of
formats; *

7. Knowledge of Producing, Directing, Writing, Budgeting, Scheduling, Production
Management, Media Management, Work Flow Management, High and Standard
definition video formats;*

8. Knowledge of all long and short formats necessary to produce live events, studio
operations, Electronic News Gatherings, Electronic Field Productions, production and
satellite trucks, magazines, and documentaries. *

9. Knowledge of field and studio acquisition formats;

10. Knowledge of the following types of technology for television operations and content
production (equipment examples in parenthesis):

Non-linear Editing (ie. Avid Media Composer, Media Central, Final Cut Pro)
Production Asset Management (PAM) (ie. Interplay)

Media Servers (ie. ISIS)

File Transcoders (ie. SatAi, Media Encoder, Episode)

Archive systems (ie. Storage DNA, Cache)

Scheduling Program (ie. ScheduAll)

Robotics Camera Systems (ie. Vinten, Telemetrics, Ross)

On Air Playout Systems (ie. Sundance, Pebble Beach)

11. Knowledge local politics and current events.

* Indicates Knowledge Required Prior to Entry



32. RESPONSIVENESS AND FOLLOW-UP — Executes actions as requested or to

which a commitment has been made;
continues involvement as needed.

Level of Competency Required by Job:

Level 1:

Level 2:

Level 3:

Willingly accept job assignments and, upon completion, asks whether any
other actions are necessary.

Ensure that all job responsibilities are fulfilled within their designated
timeframes. Willingly accept, and may volunteer for, additional
assignments, but does not overextend. Anticipate and accommodate the
need for continued involvement.

Ensure that staff and other resources are available (or can be made
available) to reasonably allow for completion of work before making
a commitment. If not, make adjustments to ensure completion of
work or re-establish priorities and communicate to all involved
parties. Recognize the probable need for continuation of some staff
involvement beyond the designated timeframe to ensure success.

Examples of Behavioral Indicators:

Willingly accepts assignments and completes assigned work.

e Monitors “completed” work to determine whether additional issues to be addressed
have arisen.

e Volunteers for assignments when able to assure their timely completion.
Carefully considers available staff and resources, and competing priorities, before
making commitments to complete additional work.

Performance Levels:

Satisfactory Superior

Completes assigned work. Realistically Completes assigned work in an
appraises the likelihood of completing expeditious manner. Often ready to
additional work before accepting or accept additional work or volunteer for it.
volunteering for it.  Recognizes the Readjusts priorities and/or revises plans
usual need for follow-up once to maximize productivity. Diligently
assignments are submitted. monitors the possible need for follow-up.



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:

agenda.”

Performance Levels:

Satisfactory

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

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

Superior

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



35. TEAMWORK - Interacts effectively with others to achieve mutual objectives;
readily offers assistance to others to facilitate their goal

accomplishment.

Level of Competency Required by Job:

Level 1: Work effectively as a member of a work unit or project team. Readily
offer assistance to others when they have too much work or have too
little.

Level 2: Work effectively as a team member in which different people have

different roles/responsibilities and perspectives. Identify points for
collaboration with co-workers; readily offer and request assistance.

Level 3: Work effectively as a part of an interdependent team (your work gets
done only if the work of the whole team is done; evaluation of team
performance is more relevant than individual performance).

Examples of Behavioral Indicators:

functioning of team.

e Assigns credit to team for accomplishments.

Performance Levels:

Satisfactory

Cooperates with co-workers and fulfills
responsibilities as a member of a project
team. Maintains a focus on common
objectives and offers and requests
assistance readily.

Discusses work-related matters with co-workers.

Offers and requests assistance readily.

Offers and is receptive to suggestions.

Identifies problems with workflow that will prevent team from accomplishing its goals.
Provides constructive criticism and feedback to team members to improve overall

Superior

Sees the team as a whole;
acknowledges that performance of the
team is what in reality is evaluated by
others. If anyone fails, everyone on the
team fails.



37. FLEXIBILITY — Changes behavior to more effectively respond to differences or
changes in situations, circumstances, objectives or people.

Level of Competency Required by Job:

Level 1: Modify behavior as necessary to accommodate differences/ changes.
Level 2: Initiate changed behavior when initial approach proves ineffective.
Level 3: Perceive subtle cues/feedback to determine modifications in

behavior necessary to improve effectiveness.

Examples of Behavioral Indicators:

e Adjusts speaking in terms of volume (softer/louder) and/or manner (for example,
explanatory vs. directive).
o Offers a different option when the first is rejected.

Completes work in a nonroutine manner when usual approach is inefficient or
ineffective.

o Readily accepts changes in work assignments.
o Willingly works with any others as assigned or required by job duties.

Performance Levels:

Satisfactory Superior

Changes approach or objective when Identifies  opportunities  to  improve
directed to do so. Recognizes failure of performance by changing the goal or
initial approach to achieve objective and personal behavior to reach the goal.
tries a different one. Supports changes imposed by others.



49. PROJECT MANAGEMENT - Anticipates and plans for all aspects of a multi-
faceted, discrete endeavor to ensure resources
are available and actions are taken at proper
times for successful completion.

Level of Competency Required by Job:

Level 1: Plan, coordinate, and oversee accomplishment of multi-step projects

involving other employees.

Level 2: Design, plan, coordinate, and manage large, multi-faceted projects
involving employees from various segments of the organization
representing different perspectives.

Level 3: Design, plan, secure approval and resources, and manages large-
scale, complex projects involving many employees representing a
large number of diverse segments of the organization and
perspectives, which may at times be in conflict.

Examples of Behavioral Indicators:

o Establishes project plans that gain management acceptance.
o Establishes realistic timeline and estimates of resources needed.
o Assembles appropriate team with complementary skills to efficiently execute all

portions of a project.

e Secures necessary resources for successful project completion.
o Clearly designates roles/responsibilities/accountability.
Addresses failure to perform or other problems in a timely and effective manner to

minimize negative impact.

Performance Levels:

Satisfactory

Establishes acceptable project plan;
assembles team with required skKills;
establishes  personal responsibility/
accountability. Ensures the necessary
time and resources are available.

Superior

Designs efficient project plan to
maximize benefits and minimize use of
resources. Designates precise mix of
people to best accomplish the project.
Completes on time, with resources
allocated.
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