COMPETENCY MODEL FOR
SENIOR PARKING ATTENDANT
CLASS CODE 3529

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

1. Reading Comprehension
2. Mathematics

8. Safety Focus

16. Objectivity

20. Job Knowledge

28. Supervision

34. Customer Service

37. Flexibility

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

Level of Competency Required by Job:

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:

e Follows written instructions correctly.

e Learns information presented in writing.

e l|dentifies relevant written information.

e Interprets written legal regulatory material accurately.

Performance Levels:

Satisfactory

Reads instructions correctly. Learns Superior

from manual and other printed

material. Learns from manual and may answer

others’  questions. Explains
information presented in written form
to others.



2. MATHEMATICS - Performs arithmetic or higher-level mathematical computations

accurately.

Level of Competency Required by Job:

Level 1:

Perform arithmetic computations (add, subtract, multiply,

Level 2:

Level 3:

divide, ratios, percentages).

Use algebra (substitute numbers for letters in a formula), geometry
(angles, distances, area), and/or descriptive statistics
(mean/median/mode, standard deviation, range).

Apply and interpret calculus, inferential statistics (t-tests,
correlations, ANOVA, multiple regression) or other very high level
mathematics.

Examples of Behavioral Indicators:

e Quickly and accurately performs arithmetic computations.

e Appropriately selects and applies formulas for stated purpose.

e Correctly identifies an appropriate analysis for a specific purpose and selects
the appropriate computer program for computation.

e Accurately interprets and presents results of mathematical/statistical
computations.

Performance Levels:

Satisfactory
Superior
Knows mathematical requirements of
the job and performs them correctly. Identifies additional opportunities for the
Verifies work to ensure accuracy. application of mathematics in work.

Answers questions/trains others to
assist them in their use of mathematics.



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:

e \Wears seat belt.

e 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.

e Reviews safety procedures before beginning each job with known hazards.
e Follows safety procedures while performing work even when it takes more time.

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

e Frequently checks safety equipment for proper condition and operation.

Performance Levels:

Satisfactory Superior

Maintains awareness of personal safety “Safety first.” Places avoidance of
to avoid injury or property damage during injury or property damage above all
all work activities. other job requirements. Mentions the

need to follow safe work practices to
co-workers. Actively seeks ways to
avoid injury.



Safety Focus Area

1. Knowledge of pertinent safety principles, practices and procedures as required by
the California Division of Occupational Safety and Health Administration (Cal-
OSHA) as they relate to working at parking facilities, including the identification of
safety hazards, such as fuel, oil and water spills, lighting outages, broken glass,
unsafe environmental temperatures and/or the unsafe operation of City vehicles,
and the steps necessary to address them sufficient to ensure a safe environment
for customers and staff.



16. OBJECTIVITY — Demonstrates fairness and equity toward others; understands
different perspectives; states sides of a conflict non-
evaluatively; uses facts and logic.

Level of Competency Required by Job:

Level 1: Respond to the situation at hand and its specific circumstances
as_opposed to being influenced by previous encounters,
stereotypes, or biases.

Level 2: Appropriately aligns self/organizational interest with objectives to
benefit the overall organization and/or citizenry.

Level 3: Appropriately aligns self/organizational interest with the “common

good” (citizens, other public sector agencies, elected officials).

Examples of Behavioral Indicators:

e Notes facts and circumstances specific to the situation.

e Formulates plans for action based on the totality of factual information.

e Gives full attention to each task/issue within areas of responsibility.

e Clearly demonstrates the benefits of actions to the overall organization,

citizens, and/or the “common good.”

e Does not take positions or promote actions/causes that reflect blatant self

interest.

Performance Levels:

Satisfactory

Focuses on and reacts to all facts and
information available  for  each
situation/issue. Disregards personal
preferences or biases in appraisal of
situation/issue and response to it.

Superior

Strives to serve the “common good.”
Responds in a manner contrary to self-
interest when appropriate.



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 itis 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 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 recordkeeping practices used to account for large amounts of money
collected throughout the day, such as completing standard written documentation and
generating electronic reports from automated pay stations sufficient to reconcile cash,
checks, and credit card transactions with paid parking ticket amounts and keep an
accurate record of parking tickets to be dispensed, parking tickets to be billed, voided
parking tickets, refunds, and/or cash register readings.

. Knowledge of the procedures required to manage, secure, and handle cash at parking
facilities, including accurately calculating change, checking for counterfeit currency, and
the situations in which it is appropriate to accept personal checks and large
denomination bills sufficient to train subordinate employees on applicable procedures,
prevent error and fraud, and accurately account for the cash flow for a given parking
facility.

. Knowledge of the methods used to properly and effectively place traffic cones and
directional signs at parking facilities such as placing “Lot Full” signs when lots are at
capacity or signs directing vehicles to open lots sufficient to train subordinate
employees, control traffic flow, and optimize the use of available parking spaces.

. Knowledge of the City’s automated pay station system, including its purpose, functions,
and the methods used to maintain its machines, including depositing and collecting
cash, printing reports, and replacing supplies, such as receipt paper sufficient to ensure
the machines are functional and to manage the cash that goes in and out of the
automated pay station.



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.



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 through

Level 2:

Level 3:

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:

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

e Provides direct, informative, accurate responses to customer.

e Suggests options if available.

e Maintains a positive attitude in the face of customer complaint or frustration.

e Remains focused on the issue presented by the customer and directs the customer
back to the issue if necessary.

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

improving service and facilitates
changes needed to implement.



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).

e Offers a different option when the first is rejected.

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

ineffective.

e Readily accepts changes in work assignments.

e Willingly works with any others as assigned or required by job duties.

Performance Levels:

Satisfactory

Changes approach or objective when
directed to do so. Recognizes failure of
initial approach to achieve objective and
tries a different one.

Superior

Identifies opportunities to improve
performance by changing the goal or
personal behavior to reach the goal.
Supports changes imposed by others.



