
COMPETENCY MODEL FOR 
TRANSPORTATION PLANNING ASSOCIATE (2480) 

 

The following competencies have been identified as those that best separate superior 
from satisfactory job performance in the class of TRANSPORTATION PLANNING 
ASSOCIATE. (Numbers refers to the order of the competencies in the Competency 
Bank.) 
 
4.   Analytical Ability  
6.   Attention to Detail  
12. Conscientiousness  
20. Job Knowledge  
32. Responsiveness and Follow-up  
33. Interpersonal Skills  
47. Written Communication  
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, bolded, and underlined), 

examples of behavioral indicators, and satisfactory and superior performance levels. 

  



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: 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. 

 
Level 2: Consider multiple, varied factors when evaluating a situation or 

issue.  Seek additional information to provide further insight.  
Reach conclusions that logically follow from the information 
obtained. 

 
Level 3: 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 
 
Recognizes available relevant 
information, seeks additional 
information to consider, and reaches 
a conclusion. Provides sound, 
convincing justification for 
conclusions, citing relevant data and 
facts. 
 
 
 
 
 

 
Superior 
 
Uses a great deal of existing and 
obtained information and data to 
develop and evaluate alternatives 
and arrive at a final conclusion.  
Provides compelling arguments in 
support of conclusions. 
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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 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: 
 

 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. 

 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. 
 
 
 

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

 
 
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. 
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12. CONSCIENTIOUSNESS – Dependable, reliable, diligent, and attends to all  
                                                  aspects of assignments (the “details”). 

 
 

Level of Competency Required by Job: 
 

Level 1: 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 information or 
data.  

 
Level 2: 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 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. 
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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 
 
Sufficient job knowledge to perform 
work correctly independently. Answers 
technical questions about work 
correctly. 

 
 
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. 
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Job Knowledge Areas 

 

1. Knowledge of the steps of the typical transportation planning process such as 

defining the problem, establishing goals, collecting and analyzing data, 

establishing measurement criteria to judge goal attainment, developing 

alternative solutions, stakeholder outreach, evaluating alternatives, 

recommending an alternative, and implementing and evaluating its 

performance, in order to develop feasible and acceptable transportation plans 

and programs such as Flyaway Services, Downtown Area Short Hop (DASH) 

transit, and Mobility Hubs.  

 

2. Knowledge of the concepts, principles, and trends in transportation planning, 

such as travel demand management, travel supply management,  jobs and 

housing balance, and the relationship between land use and transportation 

systems, sufficient to provide effective, efficient, responsive, and flexible 

transportation solutions such as car sharing, on-demand transit, and 

paratransit.  

  

3. Knowledge of transportation data sources and studies such as trip generation 

studies, origin and destination studies, ridership data, and transportation 

research board reports, in order to effectively investigate and verify 

transportation alternatives.   

 

4. Knowledge of the facilities and operations involved in commercial airports, such 

as airfield and landside access, terminal operations, and passenger and 

baggage processing, sufficient to improve the efficiency of passenger and 

vehicle movement at the Los Angeles World Airports (LAWA).  

 

5. Knowledge of the general concepts of transit networks, including headways, 

route and schedule planning, and the implementation of transit services, such 

as on-demand transit, first-last mile, rider on-boarding, real-time vehicle 

information, emerging technology, and connectivity, in order to plan, 

administer, and evaluate transit services.  

 

6. Knowledge of urban planning concepts, such as roadway design, road calming, 

street scape design, and pedestrian enhancements, in order to create safe and 

efficient mobility options for the public.  

 

7. Knowledge of survey methodologies and principles, such as sampling 

procedures, developing questions, and formatting, sufficient to design surveys 

and to review and evaluate surveys designed by peers and consultants.  
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8. Knowledge of statistical concepts, such as mean, variance, normal distribution, 

hypothesis testing, and levels of statistical significance, in order to properly 

analyze and assess the integrity of the data.  

 

9. Knowledge of evaluation techniques, such as capacity analysis, cost/benefit 

analysis, cost effectiveness analysis, and travel demand forecasting, in order 

to develop and evaluate transportation plans and alternatives to successfully 

meet community mobility needs.  

 

10. Knowledge of the major Federal, State, and local transportation agencies roles, 

such as the Federal Transit Agency, Caltrans, and the Los Angeles Metro, 

sufficient to comply with the transportation agencies regulations and obtain 

funding for transportation projects.  

 

11. Knowledge of the roles of the various departments and offices within the Los 
Angeles city government, such as the Planning Department, City 
Administrative Office, City Attorney’s Office, and the Chief Legislative Analyst's 
Office, sufficient to enable the successful outcomes of transportation planning 
goals.  

 
12. Knowledge of the environmental review process related to the National 

Environmental Protection Act (NEPA) and California Environmental Quality Act 

(CEQA), in order to properly evaluate the environmental impact(s) of 

transportation projects on the environment.  

 

13. Knowledge of software related to graphics, graphics information systems (GIS), 

and statistical analysis, in order to analyze and present to the stakeholders and 

project managers, and provide suggestions for the creation of transit user 

mobile applications. 

 

 

 
 

 

 

 

 

 



 

 8 

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

 
Level 2: 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. 

 
Level 3: 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. 

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

 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 

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

 

 
 
 
 
 
 
 

47. WRITTEN COMMUNICATION – Communicates effectively in writing. 
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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: 
 

 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 
 
Writes material that clearly 
communicates the necessary 
information; needs little editing.  
 
 
 

 

 
Superior 
 
Precisely uses words and organizes 
information in a way that enhances 
presentation of the message.  
Virtually no editing needed. 
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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: 
 

 Establishes project plans that gain management acceptance. 

 Establishes realistic timeline and estimates of resources needed. 

 Assembles appropriate team with complementary skills to efficiently execute all 
portions of a project. 

 Secures necessary resources for successful project completion. 

 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 skills; 
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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