COMPETENCY MODEL FOR
SECRETARY LEGAL
CLASS CODE 1924

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

1.
6

20.
32.
33.
43.
44.
47.

Reading Comprehension
Attention to Detail

Job Knowledge
Responsiveness and Follow-Up
Interpersonal Skills

Follow Oral Directions

Follow Written Directions
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.



1. READING COMPREHENSION — Comprehends and correctly applies information

Level of Competency Required by Job:

presented in written form. Makes correct
inferences; draws accurate conclusions.

Level 1: Concrete, specific job-related information (work orders; instructions;

material/equipment labels)

Level 2: General information related to field of work and assignments;

(articles in trade publications; technical/instructional manuals;

memos; letters:; e-mails; reports)

Level 3: Abstract/complex information (highly technical articles/reports in
specialized area; legal or other regulatory material)

Examples of Behavioral Indicators:

Performance Levels:

Satisfactory

Reads instructions correctly. Learns
from manual and other printed
material.

Follows written instructions correctly.

Learns information presented in writing.

Identifies relevant written information.

Interprets written legal regulatory material accurately.

Superior

Learns from manual and may answer
others’  questions. Explains
information presented in written form
to others.



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: Ensure all aspects of work assignment are completed as directed.

Level 2: Verify that each aspect of work assignment is properly
completed; make logical inference reqgarding 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:

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. 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:

Level 2:

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

Knowledge is substantive and may be defined by an external

Level 3:

trade, field, or profession. Situations in which it is applied vary
and, as such, require breadth and depth of understanding.

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. sufficient to serve as a resource to
Answers technical questions about others. May develop training

work correctly.

manuals/programs  and/or  give
internal and/or external presentations
related to work.



Job Knowledge Areas

. Knowledge of legal and court procedures and filing requirements, including
acquiring court fees, preparing legal reports, briefs, board letters, points and
authorities, jury instructions, electronic filing of state and federal notices and
motions, ensuring completion of documents with appropriate attachments and
correct filing with the clerk or court sufficient to ensure legal and court procedures
are processed and completed correctly and in a timely manner for litigation
purposes.

. Knowledge of legal documents and forms, including their purpose, contents, and
the proper manner in which they should be completed such as agreements,
contracts, court papers, resolutions, summarizations of cases, notices,
interrogatories, and pleadings sufficient to understand, prepare, and process such
documentation.

. Knowledge of legal terminology such as plaintiff, defendant, pleading, and
judgment sufficient to correctly review, process, and prepare a variety of legal
forms and documents.

. Knowledge of software programs used to prepare a variety of litigation
documentation and perform other specialized secretarial work in connection with
legal matters such as Microsoft Word, Microsoft Excel, Adobe Acrobat, Microsoft
Outlook, Electronic Adjudication Management System (EAMS), iVOS, Extensity,
iManage, and Lawbase sufficient to prepare, manage, file, and share various legal
forms and documents.

. Knowledge of secretarial, administrative, and supportive duties related to
documentation preparation and electronic filing of the legal and litigation aspects
of workers’ compensation including preparing pleadings, Notices of Hearing, and
trial exhibits, scheduling cross-examinations and depositions, retrieving and
processing medical records, and subpoenaing witnesses sufficient to ensure
adequate information is collected and appropriate documentation is prepared for
workers’ compensation related litigation.



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.



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

Level 2:

Level 3:

the public in a cordial, service-oriented manner.

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.

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 similarites and grounds for
cooperation/mutual benefit.



43. FOLLOW ORAL DIRECTIONS - Performs work accurately as directed orally.

Level of Competency Required by Job:

Level 1:

Receive specific, complete oral directions daily or by individual

Level 2:

Level 3:

task assignment throughout the day.

Receive general instructions orally that span across days or for entire
assignments.

Receive general instructions/assignments orally regarding long-term
objectives/responsibilities.

Examples of Behavioral Indicators:

Does work assigned orally properly and on time.

Asks pertinent questions for clarification of assignments.

Performs work correctly when instructions were given orally.
Explains assignments to others who received the same instructions.
Performs work in accordance with general outline provided orally.
Correctly infers details of assignments given only in general terms.

Performance Levels:

Satisfactory

Properly performs work when concrete,
specific instructions are given orally.
Asks pertinent questions when parts of
the instructions are unclear or omitted.

Superior

Properly performs work assigned orally.
Answers questions or explains work to
others.  Correctly infers details or
portions of instructions that were
omitted.



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 questions 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

Correctly performs work assigned or
for which training was provided in
writing.

Superior

Understands instructions and training
materials presented in writing to the
extent that is able to answer
guestions or explain to others.
Correctly infers unclear or omitted
details as presented in writing.



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.



