COMPETENCY MODEL FOR
HEATING AND REFRIGERATION INSPECTOR
CLASS CODE 4245

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of Heating and Refrigeration Inspector.

*1. Reading Comprehension
*2. Mathematics
*3. Judgment and Decision Making
*8. Safety Focus
*12. Conscientiousness
*20. Job Knowledge
*43. Follows Oral Directions
*45. Oral Communication

On the following pages are descriptions of each competency, including a definition, the

level of the competency required for the class (italicized and underlined), examples of
behavioral indicators, and satisfactory and superior performance level.

*indicates competency needed at entry



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:

Follows written instructions correctly.

Learns information presented in writing.

Identifies relevant written information.

Interprets written legal regulatory material accurately.

Performance Levels:

Satisfactory Superior
Reads instructions correctly. Learns Learns from manual and may answer
from manual and other printed material. 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:

Level 2:

Level 3:

Perform arithmetic computations (add, subtract, multiply,

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.

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 Identifies additional opportunities for
the job and performs them correctly. the application of mathematics in
Verifies work to ensure accuracy. work. Answers questions/trains

others to assist them in their use of
mathematics.



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 quidelines needed to respond to immediate
ituations within v ific _function _ar rovi r
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:

e Effectively responds to atypical situations.

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

e 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:

Superior
Satisfactory

Evaluates new situations accurately to
Correctly assesses routine and unusual establish an appropriate response or
situations and reaches appropriate plan of action. Recognizes the impact
conclusions for actions needed. on all affected parties, as well as the
Obtains additional information and/or possible ramifications and/or
consults with others as necessary. 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:

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
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.



HEATING AND REFRIGERATION INSPECTOR
SAFETY FOCUS AREAS

1. Knowledge of State safety regulations as they relate to the personal safety of
Inspectors sufficient to recognize substandard construction or other conditions
posing immediate threat to life or property.

2. Knowledge of CAL/OSHA safety regulations pertaining to construction sites and
places of employment.



12. CONSCIENTIOUSNESS - Dependable, reliable, diligent, and attends to all

aspects of assignments (the “details”).

Level of Competency Required by Job:

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

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

Level 1:

information or data.
Level 2:

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.



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:

Level 3:

Knowledge acquired after hire in a brief orientation, short training
program, or through on-the-job training.

Knowl ir hr h _an renti hi r_extensiv
training program, or long duration of job performance.

Knowledge acquired through a prolonged external course of study
and/or extensive training and experience within the City.

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.

Performance Levels:

Superior
Satisfactory

Expertise in technical job information
Sufficient job knowledge to perform sufficient to serve as a resource to
work correctly independently. others. May develop training
Answers technical questions about manuals/programs  and/or  give

work correctly.

internal and/or external
presentations related to work.



HEATING AND REFRIGERATION INSPECTOR
JOB KNOWLEDGE AREAS

1. Knowledge of the provisions of the Los Angeles Mechanical Code (LAMC)
pertaining to the installation of heating, ventilation, air-conditioning, and
refrigeration equipment.

2. Knowledge of heating, ventilating, air-conditioning, and refrigeration equipment,
installation practices, and materials used.”

3. Knowledge of sheet metal material fabrication and installation as it relates to
heating and refrigeration.*

4. Knowledge of the principles of engineering as they apply to heating, ventilating,
air-conditioning, and refrigeration equipment and installations.*

5. Ability to read and interpret plans, specifications, and technical material.*

6. Knowledge of basic inspection practices (such as identification of hazardous or
unsafe work environments and the use of proper protective equipment) .

*indicates competency needed at entry



Level of Com ncy Requir

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

Receive specific, complete oral directions daily or by

individual task assignment throughout the day.

Level 1:
Level 2:

entire assignments.
Level 3: Receive  general

instructions/assignments

Receive general instructions orally that span across days or for

orally regarding

long-term objectives/responsibilities.

Examples of Behavioral Indicators:

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.

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.

Superior

Properly performs work assigned orally.
Answers questions or explains work to

others. Correctly infers details or
portions of instructions that were
omitted.
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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:

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 or too

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.

rior

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.
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