COMPETENCY MODEL FOR
PROCUREMENT ANALYST
CLASS CODE 1859

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of PROCUREMENT ANALYST.
(Numbers refers to the order of competencies in the Competency Bank.)
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Judgment and Decision Making
Analytical Ability

Job Knowledge

Clerical Speed and Accuracy
Responsiveness and Follow-Up
Customer Service

Oral Communication

. Written 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.



3. JUDGMENT AND DECISION MAKING — Accurately assesses situations, seeks new

Level of Competency Required by Job:

information if necessary, and applies all
available information to reach sound
conclusions/formulate effective response.

Level 1: Training and quidelines 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.

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

e 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.

e Considers impact of decisions on all affected parties.

Performance Levels:

Satisfactory

Correctly assesses routine and unusual
situations and reaches appropriate
conclusions for actions needed.
Obtains additional information and/or
consults with others as necessary.

Superior

Evaluates new situations accurately to
establish an appropriate response or
plan of action. Recognizes the impact
on all affected parties, as well as the
possible ramifications and/or
repercussions of setting a precedent.



4. ANALYTICAL ABILITY - Identifies, obtains, and evaluates relevant information

to establish relationships or patterns, cite causes, and
reach logical conclusions.

Level of Competency Required by Job:

Level 1:

Level 2:

Recognize similarities/differences in current situation to those
previously encountered and is guided accordingly. Apply existing
policies correctly. Ask pertinent questions or otherwise seek
additional information to formulate appropriate response.

Consider multiple, varied factors when evaluatinqg a situation

Level 3:

or issue. Seek additional information to provide further

insight. Reach conclusions that logically follow from the

information obtained.

Consider a multitude of diverse factors, their interrelationships, the
perspectives of others, alternative courses of action and their likely
ramifications when evaluating information to reach a conclusion.

Examples of Behavioral Indicators:

Obtains the necessary amount of relevant information.

Recognizes the impact of each type of information on conclusions.
Evaluates the quality/source of information when considering it.

States the shortcomings of the information and, therefore, the analysis.

Performance Levels:

Satisfactory Superior

Recognizes available relevant Uses a great deal of existing and
information, seeks additional obtained information and data to
information to consider, and reaches a  develop and evaluate alternatives and
conclusion. Provides sound, convincing arrive at a final conclusion. Provides
jUStiﬁcation conclusions, Citing Compe”ing arguments in support of

relevant data and facts. conclusions.



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

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 lonq 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:

Performance Levels:

Satisfactory

Sufficient job knowledge to perform
work correctly independently.
Answers technical questions about
work correctly.

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.

Superior

Expertise in technical job information
sufficient to serve as a resource to

others. May develop training
manuals/programs and/or give
internal and/or external

presentations related to work.



Job Knowledge Areas

. Knowledge of Federal, State and City laws related to purchasing procedures and
procurement activities as found in the City of Los Angeles Charter, Administrative
Code, Municipal Code, and Article 2, Part 3 of the Uniform Commercial Code
pertaining to matters such as confidentiality, ethics, competitive bidding, change
orders, Free on Board (F.O.B) Destination/Origin, prevailing and living wages,
purchasing from small local businesses, emergency purchase orders, and
recycled products sufficient to ensure compliance of the award with specifications
as required by law.

. Knowledge of commodity pricing methods and marketing practices such as
Producers Price Index (PPI), fixed pricing, cost plus contracts, use of a mark-up,
seasonal purchasing, and escalation clauses sufficient to properly grant price
adjustments and award contracts specific to different commodity markets
including automotive, information technology, industrial, and/or public safety.

. Knowledge of the criteria used to determine the acceptance of bids including bid
pricing and compliance to all bid instructions such as proposal deadlines
sufficient to ensure the contract meets specifications and is awarded to the most
responsible and responsive bidder.

. Knowledge of purchasing and trade terminology including F.O.B (Free on Board)
Destination, F.O.B. Origin, cash discount, and C.l.F. (cost, insurance, freight)
sufficient to understand what is required and being offered for a complete
purchase.

. Knowledge of the general terms and conditions included on all bids such as
protest procedures, language on prevailing wage, and deviation from
specifications including the vendor’s right of appeal and delivery and payment
terms sufficient to ensure the information is included in the bid, that all terms and
conditions of the bid are met, and to use such information as a reference during
the bidding process



22. CLERICAL SPEED AND ACCURACY - Correctly and quickly notes accuracy

Level of Competency Required by Job:

versus inaccuracy in printed material
and numerical data.

Level 1: Proofread own written material; verify own data.

Level 2: Proofread written material, verify data, and confirm the accuracy of
other information such as that on forms, lists, or schedules, for

someone else.

Level 3: Recording, enterinq, comparing, and/or verifyinq information

and/or data is a primary job duty and must be performed

quickly and accurately.

Examples of Behavioral Indicators:

Performance Levels:

Satisfactory

Makes few errors when recording,
comparing, or entering information or
data. Verifies and corrects
information and data in a way that
results in a virtually error-free work
product.

Notes virtually all typos in printed material.

Enters data quickly and accurately.

When verifying entries, identifies and corrects all errors.

Identifies errors on forms completed before the information is used by others.
Notes even minor inconsistencies in the presentation of detailed information.

Superior

Records, compares, and enters
information and data with
exceptional speed and accuracy.
Virtually no errors identified during
verification.



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:

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

Ensure that all job responsibilities are fulfilled within their

Level 3:

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:

e 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.

e Carefully considers available staff and resources, and competing priorities,
before making commitments to complete additional work.

Performance Levels:

Satisfactory

Completes assigned work. Realistically
appraises the likelihood of completing
additional work before accepting or
volunteering for it. Recognizes the
usual need for follow-up once
assignments are submitted.

Superior

Completes assigned work in an
expeditious manner. Often ready to
accept additional work or volunteer for
it. Readjusts priorities and/or revises
plans to maximize  productivity.
Diligently monitors the possible need
for follow-up.



34. CUSTOMER SERVICE - Interacts with recipients of services (internal or

external customers) in a way that provides accurate,
timely, and effective information and service.

Level of Competency Required by Job:

Level 1:

Interact with customers in person, over the telephone, or

Level 2:

Level 3:

through e-mail (and/or other electronic _media) in order to
provide information or assistance. Listen to customer
concerns; __explain/reconcile __information _and __ provide
alternatives if possible; facilitate resolution by making referral
and/or following-up as necessary.

Promotes positive customer service. Serves as a model of
providing exemplary customer service.

Develop customer-oriented procedures; identifies changes in
procedures to enhance customer service and ensures they are
implemented.

Examples of Behavioral Indicators:

Carefully listens to (or reads) customer statement of the issue.

Provides direct, informative, accurate responses to customer.

Suggests options if available.

Maintains a positive attitude in the face of customer complaint or frustration.
Remains focused on the issue presented by the customer and directs the

customer back to the issue if necessary.

Asks the customer if their concerns have been fully addressed.

e Ensures organizational policies and practices are customer-focused.
e Ensures all employees recognize their responsibility for customer service and
are properly trained for it.

Performance Levels:

Satisfactory Superior

Displays knowledge as well as courtesy Seeks further information or advice to
and patience when interacting with resolve  difficult issues.  Solicits
customers. Ensures customers’ issue is feedback on the effectiveness of
correctly identified and remains focused service. Makes suggestions for
on it until it is resolved. improving service and facilitates

changes needed to implement.



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.



47. WRITTEN COMMUNICATION — Communicates effectively in writing.

Level of Competency Required by Job:

Level 1: Write notes/e-mails. Completes forms with some open-ended
responses (sentences).

Level 2: Write letters, articles/reports, and/or detailed descriptions of
activities/occurrences.

Level 3: Write lengthy reports, instruction manuals, in-depth analyses/
reviews of complex issues and/or articles for publication. Reviews
the written work of others.

Examples of Behavioral Indicators:

e Writing includes the necessary information to convey the intended message.
Sufficiently few errors in spelling, punctuation, grammar to not interfere with
the intended message or distract the reader.

Little editing or re-writing needed to produce a final product.

Composes materials efficiently.

Information is presented in a well organized manner.

Tone and degree of formality are appropriate to the purpose and audience.

Performance Levels:

Satisfactory Superior

Writes material that clearly Precisely uses words and organizes
communicates the necessary information in a way that enhances
information; needs little editing. presentation of the message. Virtually

no editing needed.



