COMPETENCY MODEL FOR
GRAPHICS SUPERVISOR
CLASS CODE 7935

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of GRAPHICS SUPERVISOR. (Numbers
refers to the order of competencies in the Competency Bank.)
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17.
20.
21.
28.
34.
48.
49.

Attention to Detail

Innovation

Job Knowledge

Technology Application
Supervision

Customer Service

Shares Knowledge and Information
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.



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 final _work/work product in__its

accomplishment; make adjustments as possible to improve.

Examples of Behavioral Indicators:

e Carefully checks all aspects of work for completion and accuracy before

submitting.

e |dentifies errors (for example, typo’s, computations, measurements, application
of laws/rules/policies) and corrects them prior to submitting.

Performance Levels:

Satisfactory

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

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.

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.



17.INNOVATION — Seeks out and/or develops drastically different work products
or ways of doing work in order to improve services and/or

increase productivity.

Level of Competency Required by Job:

Level 1: Identify different means of doing work or suggest changes in

work product that significantly improve productivity, work

product, or service provided.

Level 2: Re-engineer processes and practices to increase efficiency and/or
productivity and/or to improve work product or service.

Level 3: Re-conceptualize purpose of function and/or how to achieve it in a
way that improves efficiency and effectiveness.

Examples of Behavioral Indicators:

¢ Notes inefficiencies/unnecessary steps in work processes for elimination.

e Suggests different, more expedient means of doing work.

e Conducts thorough review of work practices to identify possible points of
increased efficiency in work flow and/or product/service quality.

e |dentifies opportunities to increase breadth or depth of impact.

e Determines/implements novel means of accomplishing work.

e Reconfigures existing resources to improve work flow, work product, or service.

Performance Levels:

Satisfactory

Maintains constant awareness of
ways to improve quantity and quality
of work. Identifies and is willing to
suggest changes no matter how
radical a departure from current
practice.

Superior

Deliberately seeks out or develops
new and improved ways of doing
work and/or alteration of/addition to
current work product or service to
vastly improve organizational
performance and the “bottom line.”



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 is concrete, factual, and/or procedural and may be
defined by the organization. Situations in which it is applied are quite
consistent.

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.

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/requlations/ 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 principles of graphics design such as layout design (e.g., horizontal,
vertical, oblique), typography (font families), color theory, and color management
(i.e., understanding red, green, blue, cyan, magenta, yellow, and black) used in
the presentation of print and digital reports, brochures, pamphlets, publications,
displays, exhibits, photographs, and other informational channels sufficient to
ensure that completed staff work conveys the message or intent of the final design
piece.

. Knowledge of materials and supplies used in the design and presentation of
illustrations, pamphlets, displays, and photographic presentations such as poster
board, banner material, and paper stock (e.g., cardstock, text, coverstock, glossy,
semi glossy, grainy) sufficient to ensure adequate supply and appropriate selection
by staff responsible for designing and producing a piece as requested by
customers.

. Knowledge of terminology used in graphics design such as kerning, leading,
points, picas, pixels, and resolutions sufficient to communicate expectations
regarding a specific project or assignment to staff responsible for designing and
producing print and electronic media such as brochures, flyers, exhibits, websites,
and social media.

. Knowledge of principles and application of user experience (UX) in graphics design
including the understanding of users’ needs, values, abilities, and interaction with
a product sufficient communicate such information to staff for the purpose of
improving the customers’ experience and conveying the message or intent of the
final product.



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/or work of others and/or enhanced use of current
technology to improve the operations of an entire function or

department.

Level 3: Identify new technology application to improve/enhance work of an
entire function, department, or organization.

Examples of Behavioral Indicators:

e Demonstrates mastery of technical applications required for current work.

e Suggests additional applications of existing technology that improve
productivity.

¢ |dentifies new technology that can be applied to improve existing operations.

e Provides convincing justification for investment in new technology versus
anticipated benefits.

e Presents compelling arguments to justify purchase of existing software (with or
without modification) versus in-house development.

Performance Levels:

Satisfactory Superior

Knows and correctly applies current Recognizes opportunities to apply
technology as required on the job. technology to improve work processes in
Extends use of current technology to a function, department, or the entire
improve efficiency of accomplishing organization. Identifies and justifies

additional tasks. specific technology for specific uses.



Technology Application Area

1. Application of hardware and software tools used in graphics design such as Adobe
Creative Suite (InDesign), SketchUp, tablets, computers, printers, and digital
drawing boards sufficient to design and produce graphics for print and electronic
media such as brochures, flyers, exhibits, websites, and social media.



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 Superior

Proficiency in supervision sufficient to Proficiency in supervision sufficient to
supervise a workgroup in terms of task serve as a resource to others and/or
orientation, interpersonal concerns, represent department position in a public

and personnel administration. 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 email (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.

Level 2: Promotes positive customer service. Serves as a model of providing
exemplary customer service.

Level 3: Develop customer-oriented procedures; identifies changes in

procedures to enhance customer service and ensures they are
implemented.

Examples of Behavioral Indicators:

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

Provides direct, informative, accurate responses to customer.

Suggests options if available.

Maintains a positive attitude in the face of customer complaint or frustration.
Remains focused on the issue presented by the customer and directs the

customer back to the issue if necessary.

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

Displays knowledge as well as
courtesy and patience when
interacting with customers. Ensures
customers’ issue is  correctly
identified and remains focused on it
until it is resolved.

Superior

Seeks further information or advice to
resolve difficult issues. Solicits feedback
on the effectiveness of service. Makes
suggestions for improving service and
facilitates changes needed to implement.
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48. SHARES KNOWLEDGE AND INFORMATION — Conveys all information

Level of Competency Required by Job:

relevant to each involved party in
a thorough and timely manner.

Level 1: Provide job-related information as it becomes available to others who
are likely to need it or to whom it might be helpful.

Level 2: Keep all involved parties informed of work/project progress and

other new information. Tailors content, level of detail, and

timing of information provided to the perspective of each

recipient.

Level 3: Recognize different needs for different information and provide all
affected parties with a description of the “big picture” as well as the
breadth and detail of information relevant to their perspective.

Examples of Behavioral Indicators:

Provides thorough explanations with all relevant details.

Uses multiple means of communicating (e.g., e-mail, telephone, meetings).
Provides status reports of work/project progress to all involved patrties.
Informs others of changes at the earliest feasible time.

Uses multiple addressees and “copies” others so all parties see exactly the

same information and know who already has been informed.
e Draws from job knowledge and work experience to provide thorough

descriptions and explanations.

Performance Levels:

Satisfactory

Readily communicates new, job-
related information to all employees
to whom it is relevant. Provides a
level of detail and explanation
appropriate to the recipient.

Superior

Ensures that all involved parties are
provided the maximum amount of
information feasible in as timely a
manner as possible to facilitate
work/project status. Shares
knowledge and experience to serve
as a mentor and coach to others.
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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

largescale, 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:

e Establishes project plans that gain management acceptance.

e Establishes realistic timeline and estimates of resources needed.

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

e Secures necessary resources for successful project completion.

e Clearly designates roles/responsibilities/accountability.

e Addresses failure to perform or other problems in a timely and effective manner
to minimize negative impact.

Performance Levels:

Satisfactory Superior

Establishes acceptable project plan; Designs efficient project plan to
assembles team with required skills; maximize benefits and minimize use of
establishes personal responsibility/ resources. Designates precise mix of
accountability. Ensures the people to best accomplish the project.
necessary time and resources are Completes on time, with resources
available. allocated.



