
 
   

COMPETENCY MODEL FOR  
BUILDING REPAIR SUPERVISOR (2020) 

CLASS CODE 3338 

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

3. Judgment and Decision Making 
8. Safety Focus 
22. Computer Proficiency 
28. Supervision 
30.  Fiscal Management 
36.  Emotional Maturity 
45. Oral Communication 
47. Written Communication 
58. Industry Knowledge 
 
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 level. 
 



 
   

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: 

 

 Effectively responds to atypical situations. 

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

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

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

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

 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.

 
 
 
 
 
 
 



 
   

8. SAFETY FOCUS – Performs work in a way that minimizes risk of injury to self or                                      
others. 

 
Level of Competency Required by Job: 
 

Level 1: Maintain awareness of unsafe conditions and actions to avoid injury.  
  
Level 2:  Follow safety rules/procedures; avoid known hazards in the work 

environment.  
  
Level 3:  Carefully follow safety rules and procedures and consistently 

use all necessary safety equipment. 
 

 
 
Examples of Behavioral Indicators: 
 

 Wears seat belt. 

 Ensures safe physical work environment by taking actions such as eliminating 
unstable stacks of materials, closing drawers so filing cabinets will not tip over, 
and keeping pathways clear of tripping hazards. 

 Reviews safety procedures before beginning each job with known hazards. 

 Follows safety procedures while performing work even when it takes more time. 

 Uses safety equipment such as goggles, gloves, and earplugs as required or 
warranted. 

 Frequently checks safety equipment for proper condition and operation. 
 
 

Performance Levels: 
 
Satisfactory 
 
Maintains awareness of personal safety 
to avoid injury or property damage 
during all work activities.

 
 
Superior 
 
“Safety first.”  Places avoidance of injury 
or property damage above all other job 
requirements.  Mentions the need to 
follow safe work practices to co-workers.  
Actively seeks ways to avoid injury. 
 

 
 
 
 
 
 
 
 

 
 
 



 
   

Safety Focus Areas 
 

1. Knowledge of potential safety hazards related to building repair and demolition 
work, such as asbestos, lead, mortar dust, and falling debris, and safety 
precautions, such as placement of barricades and warning devices, sufficient to 
prevent injury to oneself, employees, and the public and to comply with Cal/OSHA 
safety rules and regulations.  
 

2. Knowledge of safe working practices related to the use of ladders, including proper 
ladder placement and safe ascent and descent methods, including the use of the 
three point contact rule, sufficient to ensure safety to oneself and employees and 
to comply with Cal/OSHA safety rules and regulations. 
 

3. Knowledge of proper ventilation methods and equipment used when working with 
or around paints, stains, thinners, solvents, adhesives, toxic materials, and in 
confined spaces, including use of an exhaust fan and following proper protocol as 
recommended by the manufacturer and/or Safety Data Sheet (SDS), sufficient to 
ensure safety of oneself, subordinate employees, and others and to comply with 
Cal/OSHA and other safety rules and regulations. 
 

4. Knowledge of the purpose and use of safety equipment required when working 
with tools, machinery and other equipment, such as gloves, face shields, safety 
glasses, and respirators, sufficient to protect against bodily injury resulting from 
pinch points, burn points, and projected materials and to ensure compliance with 
industry practices and Cal/OSHA safety rules and regulations.  
 

5. Knowledge of fire life safety equipment, such as fire alarms, emergency lighting, 
and sprinklers, and testing requirements, such as testing frequency for equipment, 
sufficient to test and repair equipment as needed, to ensure that equipment is in 
proper working order, and to comply with Los Angeles Fire Department, Regulation 
No. 4. 

 
 
 

 
  



 
   

 
22. COMPUTER PROFICIENCY – Uses computer hardware and software optimally to 

perform job tasks efficiently and effectively. 
 

Level of Competency Required by Job: 
 

Level 1: Understand and use the function(s) of all necessary computer 
hardware and software to perform work.  

  
Level 2:  Advanced understanding and use of function(s) of all necessary 

computer hardware and software to perform work.  
  
Level 3:  Expert understanding and ability to use all necessary computer 

hardware and software for the full range of their functions. 
 

 
 
Examples of Behavioral Indicators: 
 

 Correctly uses all necessary computer hardware (for example, keyboard, 
mouse, external storage devices, scanner, printer). 

 Correctly and efficiently uses all necessary computer software (for example, 
wordprocessing, spreadsheet, and databases/analysis programs and specific-
purpose programs to perform work. 

 Performs work with a minimal number of steps (separate computer operations). 

 Uses various means of storing and backing-up work as appropriate to the 
access requirements (need to share) and sensitivity/security concerns. 

 
 

Performance Levels: 
 
Satisfactory 
 
Correctly uses all necessary computer 
hardware and software.  Learns to use 
new hardware and software readily.  
Does not perform work manually when 
more efficient means via computer are 
available.

 
 
Superior 
 
Optimally uses all required computer 
hardware and software.  When 
alternatives exist, selects the best way 
to perform work on the computer.  
Coaches others (or provides formal 
training) in computer use to perform the 
job. 
 

 
 
 
 
 
 
 
 



 
   

Computer Proficiency Areas 
 

1. Knowledge of computerized maintenance management systems (CMMS) or 
computerized maintenance management information systems (CMMIS), such as 
Maximo, AIM, and UpKeep, sufficient to process work order requests and to 
maintain information related to an organization's maintenance operations. 
 

2. Knowledge of basic computer operating systems, such as Windows, Microsoft Office 
applications, including Word, Excel and Outlook, and Google Suite applications, 
including Docs, Sheets, and G-Mail sufficient to maintain documents on shared file 
drives, send electronic communications, and perform other computer-related tasks on 
the job. 

 
  



 
   

28. SUPERVISION – Ability to assume direct responsibility for all aspects of the 
performance of a work group, which requires knowledge and/or 
ability in the areas of: 

 

 Planning and goal setting 

 Creating a safe and positive work environment 

 Establishing standards and training employees 

 Motivating employees and teambuilding 

 Performance Management (assigning, monitoring, facilitating, reviewing and 
evaluating work, and providing feedback) 

 Supporting and developing employees through delegation and participation 

 Taking disciplinary action including progressive discipline 

 Provisions of employees’ MOU’s and handling grievances 

 Legal requirements including EEO, ADA, FLSA, FMLA, and Workers’ 
Compensation provisions 

 Civil Service Commission Rules and Policies related to the management of 
employees 

 Administrative Code provisions related to the management of employees 

 Budget processes sufficient to request and justify expenditures in a correct and 
timely manner 

 
Level of Competency Required by Job: 
 

Level 1: Supervises small workgroup of employees performing the same or 
highly related work.   

  
Level 2:  Supervises a larger workgroup of employees performing 

various types of work.  
  
Level 3:  Supervises employees including provision of coaching and advice to 

subordinate supervisors. 
 

Examples of Behavioral Indicators: 
 

 Plans, assigns, and monitors work progress. 

 Trains employees to do work. 

 Evaluates work and gives positive and negative feedback. 

 Displays knowledge of legal requirements including applicable Federal and 
State laws, Administrative Code provisions, Civil Service Commission Rules 
and Policies, and MOU provisions. 

 
Performance Levels: 
Satisfactory 
 
Proficiency in supervision sufficient to 
supervise a workgroup in terms of 
task orientation, interpersonal 
concerns, and personnel 
administration. 

 
 
Superior 
 
Proficiency in supervision sufficient to 
serve as a resource to others and/or 
represent department position in a 
public forum. 



 
   

30. FISCAL MANAGEMENT – Develops and justifies budget proposals in a way that 
garners support; monitors expenditures for compliance; 
systematically adjusts expenditures when warranted. 

 
 

Level of Competency Required by Job: 
 

Level 1: Identify equipment and services with demonstrable cost-
effectiveness for improving operations and prepare detailed budget 
requests that provide ample justification for purchase.  Ensure 
money is spent for intended purpose. 

 
Level 2: Identify staffing needs, needs for equipment and services, and 

other expenditures that are necessary to fulfill the mission of a 
function or segment of the organization.  Provide ample, 
compelling justification.  Ensures that money is spent for 
intended or highly related purpose. 

 
Level 3: Consider the mission of the entire organization and current priorities 

in determining which budget proposals to submit.  Provide 
compelling arguments for the proposals submitted that include 
reference to proposals omitted.  Use money for intended purpose 
unless priorities or other circumstances change. 

 
 
Examples of Behavioral Indicators: 
 

 Identifies expenditures that will be cost-effective in their contribution to 

 accomplishing work. 

 Conducts research to determine the best available option for purchase. 

 Tailors justification for budget request to the specific need and current 

 circumstances. 

 Uses money for its intended purpose. 

 Makes adjustments to expenditures in accordance with price increases, 
changing priorities, and City policy. 

 
 
Performance Levels: 
 
Satisfactory 
 
Recognizes the critical role of the 
budget process in City functioning. 
Knows the budget cycle and makes 
timely submission for all desired 
expenditures. 

Superior 
 
Provides convincing justifications that 
reflect essential organizational 
functions, demonstration of cost-
effectiveness, and consideration of 
current political//economic/social 
climate. 



   

36. EMOTIONAL MATURITY –  Maintains a calm and task-oriented approach to work 

even under circumstances of conflict or hostility. 

 
Level of Competency Required by Job: 
 

Level 1: Remain focused on the task at hand when interacting with 
unpleasant or uncooperative people, circumstances are frustrating, 
the workload is high, or other conditions of the work environment are 
less than optimal.   

  
Level 2:  Seek effective resolution to complaints/criticisms; recognize 

that complaints/criticisms often are not personal, but a 
reflection of frustration or disagreement on the part of others. 

  
Level 3:  Maintain neutrality and effective performance even in the face of 

unjustified challenge or direct criticism in a public forum. 
 
Examples of Behavioral Indicators: 
 

 Maintains a calm and focused demeanor. 

 Continues to listen to others with whom conflict or disagreement has 

 occurred. 

 Does not display excessive emotionality: yell, shout, scream, cry, or use 

 profanity. 

 Does not “act out:” slam doors, throw things, threaten, or assault others. 

 Does not engage in inappropriate acts such as telling off-color jokes, 
namecalling, horseplay, or bullying. 
 

Performance Levels: 
 
Satisfactory 
 
Demonstrates emotional stability and 
mature behavior appropriate to the 
workplace even in circumstances of 
discord or duress. 

Superior 
 
Maintains businesslike demeanor 
and continues to attempt to address 
the issue at hand even when faced 
with personal attacks, unjustified 
accusations, or other inappropriate 
behavior from others. 

 



   

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: 
 

 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 
or too little detail). 

 Speaks at a level appropriate to the audience in terms of terminology, sentence 
structure, and simplicity/complexity of ideas expressed. 

 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: 
 

 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. 



   

 

58. INDUSTRY KNOWLEDGE – Knows sources of information (publications, 
 websites, professional associations), college 
 programs, consultants, vendors, and peers within 
field of endeavor; accesses them when needed. 

 
Level of Competency Required by Job: 
 

Level 1: Can locate job-related information from external sources when 
necessary.  

  
Level 2:  Read job-related publications and know/may be a member of 

professional associations.  Some familiarity with college 
programs, consultants, vendors, and/or others in the field.  

  
Level 3:  Subscribe to job-related publications and is a member of 

professional association(s).  Know many college programs, 
consultants, and vendors, and has a well-developed network of 
peers within the field. 

 
 
Examples of Behavioral Indicators: 
 

 Reads/subscribes to job-related publications. 

 Knows consultants/vendors in the field including their products/services and 

 reputation. 

 Attends conferences or other job-related training/presentations. 

 Makes presentations to professional associations. 

 Develops training programs for other employees. 

 Has contacts on college faculties to call upon if needed. 
 

Performance Levels: 
 
Satisfactory 
 
Aware of external resources available 
in the field.  Can locate and obtain 
materials and/or locate and contact 
professional associations, 
consultants, vendors, or peers if 
necessary.

 
 
Superior 
 
Know many external resources in 
field, including publications, 
educational programs, consultants, 
and vendors.  Has a well-established 
network of peers.  Belongs to 
professional associations and attends 
conferences or other training 
sessions.  Provides research results 
and/or benchmarking data to the field.



   

 

Industry Knowledge Areas 
 

1. Knowledge of building maintenance and repair methods and techniques used in 
construction trade industries, including roofing, carpentry, electrical, plumbing, 
fencing, locksmith, heating  ventilation and air conditioning (HVAC), and painting, 
sufficient to train and evaluate the work of subordinate employees, inspect the 
work of outside contractors, and ensure quality standards and conformance to 
specifications, codes, and contracts.  
 

2. Knowledge of hand tools, power tools, machinery, and equipment used to perform 
demolition, maintenance, installation, repair, and construction work on buildings, 
residences, grounds, fencing and equipment including hand saws, table saws, 
hammers, radial arm saws, punches, power hand saws, drills, band saws, 
wrenches, routers, pliers, wire cutters, wire strippers, power sanders, screwdrivers, 
joint-planers, trowels, cement mixers, glass cutters, cement saws, planes, asphalt 
rollers, sanders, dewatering pumps, snips, drill presses, linoleum knives, 
spreaders, power tile cutters, jack hammers, cutting torches, generators, 
compressors, hand tamps, power tamps, pneumatic nail guns, fork lifts, powder 
actuated nail guns, hoists, cranes, and putty knives sufficient to use them in a safe 
and proper manner when performing building repair work and to demonstrate 
proper and safe use to subordinate employees.  
 


