
‭COMPETENCY MODEL FOR‬
‭VIDEO TECHNICIAN‬
‭CLASS CODE 6145‬

‭The‬ ‭following‬ ‭competencies‬ ‭have‬ ‭been‬ ‭identified‬ ‭as‬ ‭those‬ ‭that‬‭best‬‭separate‬‭superior‬
‭from‬‭satisfactory‬‭job‬‭performance‬‭in‬‭the‬‭class‬‭of‬‭VIDEO‬‭TECHNICIAN‬‭.‬‭(Numbers‬‭refers‬
‭to the order of competencies in the Competency Bank.‬

‭3. Judgment and Decision Making‬
‭7. Self-Management‬
‭10. Physical Capability‬
‭20. Job Knowledge‬
‭21. Technology Application‬
‭33. Interpersonal Skills‬
‭45.‬‭Oral Communication‬
‭47.‬‭Written Communication‬

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

‭1‬



‭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:‬

‭Level‬‭1:‬ ‭Training‬ ‭and‬‭guidelines‬‭needed‬‭to‬‭respond‬‭to‬‭immediate‬‭situations‬
‭within‬‭very‬‭specific‬‭function‬‭are‬‭provided‬‭(or‬‭supervisor‬‭available‬‭to‬
‭assist).‬

‭Level‬‭2:‬ ‭General‬ ‭information‬ ‭and‬ ‭guidance‬ ‭to‬ ‭assist‬ ‭in‬ ‭responding‬ ‭to‬ ‭a‬
‭variety of situations across a range of circumstances are provided.‬

‭Level‬‭3:‬ ‭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.‬
‭●‬ ‭Asks‬‭questions‬‭or‬‭otherwise‬‭obtains‬‭additional‬‭relevant‬‭information‬‭to‬‭make‬‭a‬

‭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.‬
‭●‬ ‭Discusses‬‭conclusions/possible‬‭responses‬‭with‬‭others‬‭before‬‭taking‬‭action‬‭as‬

‭necessary.‬
‭●‬ ‭Considers impact of decisions on all affected parties.‬

‭Performance Levels‬‭:‬

‭Satisfactory‬

‭Correctly‬‭assesses‬‭routine‬‭and‬‭unusual‬
‭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 ‭the‬‭impact‬
‭on‬ ‭all‬ ‭affected‬ ‭parties,‬ ‭as‬ ‭well‬ ‭as‬ ‭the‬
‭possible‬ ‭ramifications‬ ‭and/or‬
‭repercussions of setting a precedent.‬
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‭7. SELF-MANAGEMENT‬‭– Organizes and plans for task accomplishment; manages‬
‭time and works diligently to complete assigned‬
‭work/fulfill responsibilities.‬

‭Level of Competency Required by Job‬‭:‬

‭Level‬‭1:‬ ‭Order‬ ‭tasks‬ ‭for‬ ‭efficient‬ ‭performance;‬ ‭maintain‬ ‭awareness‬ ‭of‬ ‭time‬
‭allotted and deadlines in order to ensure they are met.‬

‭Level‬‭2:‬ ‭Plan‬ ‭and‬ ‭perform‬ ‭work‬ ‭in‬ ‭a‬ ‭way‬ ‭that‬ ‭maximizes‬ ‭efficient‬
‭performance;‬ ‭establish‬ ‭and‬ ‭adjust‬ ‭priorities‬ ‭to‬ ‭ensure‬ ‭timely‬
‭completion of most critical assignments.‬

‭Level‬‭3:‬ ‭Allot‬ ‭time‬ ‭to‬ ‭responsibilities‬ ‭proportional‬ ‭to‬ ‭their‬ ‭prominence,‬
‭priority, and impact.‬

‭Examples of Behavioral Indicators‬‭:‬

‭●‬ ‭Performs only work activities during work hours.‬
‭●‬ ‭Alters‬ ‭means‬ ‭of‬ ‭performing‬ ‭work‬ ‭when‬ ‭original‬ ‭approach‬ ‭proves‬ ‭to‬ ‭waste‬

‭time.‬
‭●‬ ‭Keeps a “to do” list (with indication of priority and deadlines, if necessary).‬
‭●‬ ‭Requests‬ ‭assistance‬ ‭as‬ ‭necessary‬ ‭when‬ ‭it‬ ‭becomes‬ ‭clear‬ ‭that‬‭work‬‭will‬‭not‬

‭be completed on time.‬
‭●‬ ‭Demonstrates‬ ‭a‬ ‭record‬ ‭of‬ ‭progress‬ ‭with‬ ‭respect‬ ‭to‬ ‭all‬ ‭assignments/‬

‭responsibilities.‬
‭●‬ ‭Uses optimal means of communication for efficiency and effectiveness.‬

‭Performance Levels‬‭:‬

‭Satisfactory‬

‭Conducts‬ ‭self‬ ‭while‬ ‭at‬ ‭work‬ ‭in‬ ‭a‬
‭manner‬ ‭that‬ ‭ensures‬ ‭work‬ ‭will‬ ‭be‬
‭completed‬‭as‬‭scheduled,‬‭or‬‭provides‬
‭explanation‬‭or‬‭secures‬‭assistance‬‭or‬
‭adjustment‬ ‭of‬ ‭schedule‬ ‭if‬ ‭it‬ ‭will‬ ‭not‬
‭be.‬

‭Superior‬

‭Seeks‬ ‭efficiencies‬ ‭in‬ ‭doing‬ ‭work‬ ‭to‬
‭maximize‬ ‭productivity.‬ ‭Plans‬ ‭work‬
‭carefully‬ ‭and‬ ‭follows‬ ‭the‬ ‭plan‬ ‭or‬
‭makes‬ ‭adjustments‬ ‭if‬ ‭it‬ ‭is‬ ‭disrupted.‬
‭Maintains‬ ‭personal‬ ‭responsibility‬ ‭for‬
‭all work accomplishment.‬
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‭10.‬‭PHYSICAL CAPABILITY‬‭– Strength, endurance, flexibility, and/or coordination.‬

‭Level of Competency Required by Job‬‭:‬

‭Level 1:‬ ‭Sitting and/or standing for extended periods of time.‬

‭Level‬ ‭2:‬ ‭Awkward‬ ‭body‬ ‭position‬ ‭and/or‬ ‭precise‬ ‭motions‬ ‭required;‬
‭and/or‬ ‭repeated‬ ‭lifting,‬ ‭carrying,‬ ‭and/or‬ ‭manipulation‬ ‭of‬
‭objects; and/or walking for extended periods of time.‬

‭Level 3:‬ ‭Continuous or extreme exertion of physical effort.‬

‭Examples of Behavioral Indicators‬‭:‬

‭●‬ ‭Sits and may occasionally stand or walk for entire workday (except breaks).‬
‭●‬ ‭Walks for the duration of the workday.‬
‭●‬ ‭Repetitive motion required to perform task.‬
‭●‬ ‭Repeatedly lifts and carries heavy objects.‬
‭●‬ ‭Exerts maximal effort for extended periods of time.‬

‭Performance Levels‬‭:‬

‭Satisfactory‬ ‭Superior‬

‭Performs‬‭tasks‬‭requiring‬‭physical‬‭capability‬
‭satisfactorily‬ ‭and‬ ‭without‬ ‭undue‬ ‭physical‬
‭stress or harm.‬

‭Performs‬ ‭tasks‬ ‭requiring‬ ‭physical‬
‭capability‬ ‭correctly‬ ‭with‬ ‭relative‬ ‭ease.‬
‭May‬ ‭be‬ ‭asked‬ ‭to‬ ‭perform‬ ‭the‬ ‭most‬
‭physically‬ ‭demanding‬ ‭tasks‬ ‭or‬ ‭be‬
‭sought by co-workers for assistance.‬
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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:‬

‭Level‬‭1:‬ ‭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 ‭may‬‭be‬‭defined‬‭by‬‭an‬‭external‬
‭trade,‬‭field,‬‭or‬‭profession.‬‭Situations‬‭in‬‭which‬‭it‬‭is‬‭applied‬‭vary‬
‭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,‬‭government‬‭guidelines/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 ‭work‬
‭correctly‬ ‭independently.‬ ‭Answers‬
‭technical questions about work correctly.‬

‭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.‬

‭5‬



‭Job Knowledge Areas‬

‭1.‬ ‭Knowledge‬ ‭of‬ ‭broadcast-quality‬ ‭video‬ ‭equipment‬ ‭and‬ ‭systems,‬ ‭including‬ ‭their‬
‭proper‬‭operating‬‭procedures,‬‭maintenance,‬‭and‬‭storage,‬‭such‬‭as‬‭field‬‭and‬‭studio‬
‭cameras,‬ ‭editing‬ ‭software‬ ‭systems,‬ ‭lighting‬ ‭equipment,‬ ‭microphones,‬ ‭audio‬
‭mixers,‬ ‭computer‬ ‭robotic‬ ‭cameras,‬ ‭drones,‬ ‭video‬ ‭switchers,‬ ‭and‬ ‭live‬ ‭broadcast‬
‭digital‬ ‭streaming‬ ‭systems‬ ‭sufficient‬ ‭to‬ ‭ensure‬ ‭that‬ ‭the‬ ‭equipment‬‭is‬‭maintained,‬
‭has‬ ‭the‬ ‭necessary‬ ‭firmware‬ ‭updates,‬ ‭and‬ ‭is‬ ‭in‬ ‭good‬ ‭working‬ ‭condition,‬ ‭report‬
‭equipment‬ ‭problems‬ ‭to‬ ‭designated‬ ‭personnel,‬ ‭prevent‬ ‭theft‬ ‭and‬ ‭equipment‬
‭damage,‬ ‭produce‬ ‭broadcast-quality‬ ‭video‬ ‭programming‬ ‭and/or‬ ‭other‬ ‭video‬
‭projects‬ ‭for‬ ‭the‬ ‭City,‬ ‭and‬ ‭recommend‬ ‭updates‬ ‭based‬ ‭on‬ ‭new‬ ‭trends‬ ‭or‬
‭technologies.‬

‭2.‬ ‭Knowledge‬ ‭of‬ ‭methods‬ ‭and‬ ‭techniques‬ ‭used‬ ‭for‬ ‭troubleshooting‬ ‭common‬
‭problems‬ ‭experienced‬ ‭when‬ ‭operating‬ ‭video‬ ‭systems‬ ‭and‬ ‭equipment,‬ ‭such‬ ‭as‬
‭audio‬‭problems,‬‭image‬‭problems,‬‭color‬‭temperature,‬‭lighting,‬‭and‬‭other‬‭technical‬
‭issues‬ ‭sufficient‬ ‭to‬ ‭resolve‬ ‭such‬ ‭issues‬ ‭and‬ ‭produce‬ ‭broadcast-quality‬ ‭video‬
‭programming and/or other video projects for the City.‬

‭3.‬ ‭Knowledge‬ ‭of‬ ‭pre-production‬ ‭techniques‬ ‭and‬ ‭critical‬ ‭information‬ ‭gathering‬
‭processes‬‭such‬‭as‬‭location‬‭scouting,‬‭concept‬‭development,‬‭scripting,‬‭budgeting,‬
‭staffing/crewing, and narrating sufficient to prepare for a video production.‬

‭4.‬ ‭Knowledge‬ ‭of‬ ‭video‬ ‭production‬ ‭techniques,‬ ‭such‬ ‭as‬ ‭electronic‬ ‭news-gathering‬
‭(ENG)‬ ‭and‬ ‭electronic‬ ‭field‬ ‭production‬ ‭(EFP),‬ ‭lighting‬ ‭techniques,‬ ‭live-to-media,‬
‭digital‬ ‭broadcast,‬ ‭and/or‬ ‭time‬ ‭lapse‬ ‭sufficient‬ ‭to‬ ‭ensure‬ ‭that‬ ‭audio‬ ‭and‬ ‭video‬
‭quality are appropriate and‬‭prepared for‬‭post-production.‬

‭5.‬ ‭Knowledge‬ ‭of‬ ‭video‬ ‭programming,‬ ‭both‬ ‭live‬ ‭and‬ ‭recorded,‬ ‭such‬ ‭as‬ ‭news,‬
‭promos,‬ ‭social‬ ‭media,‬ ‭public‬ ‭service‬ ‭announcements,‬ ‭informational,‬ ‭and‬
‭training/demonstrations‬ ‭sufficient‬ ‭to‬‭ensure‬‭that‬‭videos‬‭are‬‭produced‬‭and‬‭edited‬
‭according to project assignments.‬

‭6.‬ ‭Knowledge‬ ‭of‬‭video‬‭compression‬‭techniques‬‭used‬‭to‬‭convert‬‭video‬‭files‬‭into‬‭the‬
‭appropriate‬‭formats‬‭for‬‭various‬‭applications,‬‭such‬‭as‬‭web-streaming‬‭(.mp4,‬‭.mov,‬
‭etc.),‬ ‭social‬ ‭media,‬ ‭broadcast-quality,‬ ‭and‬ ‭standard‬ ‭definition‬ ‭sufficient‬ ‭to‬
‭distribute videos, as needed, on standard media cards, servers, and drives.‬
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‭21.‬‭TECHNOLOGY APPLICATION‬‭– Correctly applies technology as required on‬
‭the job; conceptualizes improvements in work‬
‭through introducing and/or enhancing use of‬
‭technology.‬

‭Level of Competency Required by Job‬‭:‬

‭Level‬ ‭1:‬ ‭Expert‬ ‭in‬ ‭the‬ ‭use‬ ‭of‬ ‭technology‬ ‭required‬ ‭for‬ ‭own‬ ‭job.‬ ‭May‬
‭identify‬ ‭additional‬ ‭applications‬ ‭for‬ ‭currently‬ ‭used‬ ‭technology‬
‭to enhance own work and/or work of others.‬

‭Level‬ ‭2:‬ ‭Identify‬ ‭additional‬ ‭technology‬ ‭to‬ ‭be‬ ‭applied‬ ‭to‬ ‭improve‬ ‭own‬ ‭work‬
‭and/or‬‭work‬‭of‬‭others‬‭and/or‬‭enhanced‬‭use‬‭of‬‭current‬‭technology‬‭to‬
‭improve the operations of an entire function or department.‬

‭Level‬‭3:‬ ‭Identify‬‭new‬‭technology‬‭application‬‭to‬‭improve/enhance‬‭work‬‭of‬‭an‬
‭entire function, department, or organization.‬

‭Examples of Behavioral Indicators‬‭:‬

‭●‬ ‭Demonstrates mastery of technical applications required for current work.‬
‭●‬ ‭Suggests‬ ‭additional‬ ‭applications‬ ‭of‬ ‭existing‬ ‭technology‬ ‭that‬ ‭improve‬

‭productivity.‬
‭●‬ ‭Identifies new technology that can be applied to improve existing operations.‬
‭●‬ ‭Provides‬ ‭convincing‬ ‭justification‬ ‭for‬ ‭investment‬ ‭in‬ ‭new‬ ‭technology‬ ‭versus‬

‭anticipated benefits.‬
‭●‬ ‭Presents‬ ‭compelling‬ ‭arguments‬ ‭to‬ ‭justify‬‭purchase‬‭of‬‭existing‬‭software‬‭(with‬

‭or without modification) versus in-house development.‬

‭Performance Levels‬‭:‬

‭Satisfactory‬ ‭Superior‬

‭Knows‬ ‭and‬ ‭correctly‬ ‭applies‬ ‭current‬
‭technology‬ ‭as‬ ‭required‬ ‭on‬ ‭the‬ ‭job.‬
‭Extends‬ ‭use‬ ‭of‬ ‭current‬ ‭technology‬ ‭to‬
‭improve‬ ‭efficiency‬ ‭of‬ ‭accomplishing‬
‭additional tasks.‬

‭Recognizes‬ ‭opportunities‬ ‭to‬ ‭apply‬
‭technology‬ ‭to‬ ‭improve‬ ‭work‬
‭processes‬ ‭in‬ ‭a‬ ‭function,‬
‭department,‬ ‭or‬ ‭the‬ ‭entire‬
‭organization.‬‭Identifies‬‭and‬‭justifies‬
‭specific‬ ‭technology‬ ‭for‬ ‭specific‬
‭uses.‬
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‭Technology Application Area‬

‭1.‬ ‭Knowledge‬ ‭of‬ ‭video,‬ ‭editing,‬ ‭and‬ ‭photography‬ ‭software‬ ‭programs‬ ‭and‬ ‭their‬
‭functions,‬‭such‬‭as‬‭Avid‬‭Media‬‭Composer,‬‭Adobe‬‭Premiere‬‭Pro,‬‭Final‬‭Cut‬‭Pro‬‭X,‬
‭Adobe‬‭Photoshop,‬‭Adobe‬‭Lightroom,‬‭Capture‬‭One‬‭Pro,‬‭and‬‭Adobe‬‭After‬‭Effects‬
‭sufficient‬ ‭to‬ ‭ensure‬ ‭that‬ ‭such‬ ‭software‬ ‭programs‬ ‭are‬ ‭updated‬ ‭and‬ ‭that‬ ‭the‬
‭programming‬ ‭and/or‬ ‭video‬ ‭meets‬ ‭broadcast‬ ‭and/or‬ ‭Department‬ ‭technical‬
‭standards.‬
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‭33. INTERPERSONAL SKILLS‬‭– Interacts effectively and courteously with others.‬

‭Level of Competency Required by Job‬‭:‬

‭Level‬‭1:‬ ‭Interact‬ ‭with‬ ‭members‬ ‭of‬ ‭the‬ ‭workgroup,‬ ‭supervision,‬ ‭and/or‬ ‭the‬
‭public in a cordial, service-oriented manner.‬

‭Level‬‭2:‬ ‭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.‬

‭Level‬‭3:‬ ‭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.‬
‭●‬ ‭Does‬‭not‬‭arouse 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,‬
‭cooperative‬‭manner‬‭toward‬‭co-workers,‬
‭other‬ ‭City‬ ‭employees,‬‭and‬‭members‬‭of‬
‭the public.‬

‭Superior‬

‭Facilitates‬ ‭positive‬ ‭interpersonal‬
‭relations‬ ‭within/among‬‭workgroups‬‭and‬
‭toward‬ ‭members‬ ‭of‬ ‭the‬ ‭public.‬ ‭Adept‬
‭at‬ ‭finding‬ ‭similarities‬ ‭and‬ ‭grounds‬ ‭for‬
‭cooperation/mutual benefit.‬
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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
‭varying‬‭levels‬‭of‬‭complexity‬‭to‬‭a‬‭wide‬‭range‬‭of‬‭others‬‭across‬‭many‬
‭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.‬
‭●‬ ‭Provides‬‭a‬‭level‬‭of‬‭detail‬‭appropriate‬‭to‬‭the‬‭situation‬‭(avoids‬‭too‬‭much‬‭or‬‭too‬

‭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 ‭Superior‬

‭Speaks‬ ‭clearly‬ ‭and‬ ‭audibly,‬‭providing‬
‭the‬ ‭appropriate‬ ‭information‬ ‭and‬ ‭level‬
‭of‬ ‭detail.‬ ‭Typically‬ ‭conveys‬ ‭the‬
‭message‬‭on‬‭the‬‭first‬‭attempt.‬‭Answers‬
‭questions accurately and directly.‬

‭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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‭47. WRITTEN COMMUNICATION‬‭– Communicates effectively in writing.‬

‭Level of Competency Required by Job‬‭:‬

‭Level‬‭1:‬ ‭Write‬ ‭notes/e-mails.‬ ‭Completes‬ ‭forms‬ ‭with‬ ‭some‬ ‭open-ended‬
‭responses (sentences).‬

‭Level‬‭2:‬ ‭Write‬ ‭letters,‬ ‭articles/reports,‬ ‭and/or‬ ‭detailed‬ ‭descriptions‬ ‭of‬
‭activities/occurrences.‬

‭Level‬‭3:‬ ‭Write‬ ‭lengthy‬ ‭reports,‬ ‭instruction‬ ‭manuals,‬ ‭in-depth‬ ‭analyses/‬
‭reviews‬ ‭of‬ ‭complex‬‭issues‬‭and/or‬‭articles‬‭for‬‭publication.‬ ‭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 ‭not‬‭interfere‬‭with‬

‭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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