COMPETENCY MODEL FOR

PRINCIPAL CITY PLANNER
CLASS CODE 7946

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

33.
36.
45.
53.
54.
59.
60.

Interpersonal Skills
Emotional Maturity
Oral Communication
Leadership
Champions Change
Strategic Planning
Vision

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 levels.



33. INTERPERSONAL SKILLS - Interacts effectively and courteously with others.

Level of Competency Required by Job:

Level 1: Interact with members of the workgroup, supervision, and/or the
public in a cordial, service-oriented manner.

Level 2: 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.

Level 3: 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.

Does not arouse 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, cooperative manner toward co-workers, other
City employees, and members of the public.

Superior

Facilitates positive interpersonal relations withinf/among workgroups and toward
members of the public. Adept at finding similarities and grounds for
cooperation/mutual benefit.



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:

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

Seek effective resolution to complaints/criticisms; recognize that
most are not personal, but a reflection of frustration or

Level 1:

are less than optimal.
Level 2:

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:

e Maintains a calm and focused demeanor.
e Continues to listen to others with whom conflict or disagreement has

occurred.

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

profanity.

e Does not “act out:” slam doors, throw things, threaten, or assault others.
e Does not engage in inappropriate acts such as telling off-color jokes, name-

calling, 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).

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 Superior

Speaks clearly and audibly, Speech is direct and to the point.
providing the appropriate Speaks convincingly and with
information and level of detalil. authority  when  appropriate.
Typically conveys the message Maintains  sensitivity to the
on the first attempt. Answers audience while providing
guestions accurately and directly. thorough information with the

appropriate level of detail through
the use of precise language.



53. LEADERSHIP - Influences others toward goal accomplishment.

Level of Competency Required by Job:

Level 1:

Level 2:

Level 3:

Assume responsibility for operations or a situation when necessary.
Direct the actions of others or otherwise ensure required actions
are taken. Remain responsible until relieved or situation is resolved.

Motivate others to  continual _activity focused on _goal
accomplishment. Provide clear objectives and articulate individual
activities necessary to achieve them; ensure resources necessary
to do so are available. Monitor work progress and provide
feedback; assess results.

Articulate a vision, convey it to others, and assign responsibilities
(or assure they are assigned) for achieving it. Monitor progress,
make adjustments as necessary, and evaluate results.

Examples of Behavioral Indicators:

Evaluates circumstances, determining what needs to be done, and ensuring
individual responsibility for performing specific actions is assigned.

Follows-up to ensure that specific actions have been taken and overall
objective has been accomplished.

Clearly communicates objectives and
necessary to achieve them.

Monitors work in progress, provides feedback to those involved, and makes
adjustments to work plans/processes to ensure goal attainment.

Evaluates completed work for quality, thoroughness, and effectiveness

to determine whether re-work or additional work is required to meet intended
objectives and to provide learning for future assignments

responsibility/individual actions

Performance Levels:

Satisfactory

Assumes responsibility for work of
others when required or necessary.
Ensures actions taken to achieve
objectives, and evaluates results to
determine any follow-up needed.

Superior

Articulates vision/states clear objectives
and assigns responsibility/motivates
others toward achievement. Monitors
progress; gives feedback; evaluates
results; ensures follow-up.



54. CHAMPIONS CHANGE - Encourages others to identify means of improving
existing processes and provides support for required
changes.

Level of Competency Required by Job:

Level 1: Listen to and consider suggestions of co-workers for improving
efficiency; accepts and uses suggestions when appropriate.
Support imposed changes, and encourages others to do so.

Level 2: Solicit ideas for improvement, evaluate them, and implement those
with merit. Gain support for changes by describing their benefits to
all involved parties.

Level 3: Establish continuous improvement as a job requirement of staff.
Assist in securing necessary resources to make changes. Foster
an environment of calculated risk taking without fear of failure to
encourage radical change.

Examples of Behavioral Indicators:

e Acknowledges and carefully considers all suggestions for improvement.

e For changes that appear promising, determines how to implement (or
approves implementation).

e Encourages others to suggest changes/accept changes.

e Secures resources necessary to implement change; conducts cost-benefit
analysis when possible to demonstrate return on investment.

e Presents plans for change with enthusiasm and detailed explanation as a
means of promoting staff acceptance.

¢ Rewards staff for suggesting/implementing change that proves effective.

e Ensures there are no punitive consequences for failure of proposed changes
that appeared promising and were approved.

Performance Levels:

Satisfactory Superior

Recognizes that vigilance with respect Challenges self and others to think
to identifying possible opportunities for creatively and to identify novel
improvement is expected of self and approaches that have improvement
others. Freely makes suggestions and potential. Persuades others to accept
accepts imposed changes, and suggestions and enthusiastically
encourages others to do so. embrace their implementation. Does

not fear failure of an improvement effort
made in good faith.



59. STRATEGIC PLANNING - Establishes plans in a way that will achieve vision for
the future.

Level of Competency Required by Job:

Level 1: Recognizes that no work organization is static, so identifies how an
improved organization would function and develops plans to create
such an organization.

Level 2: Considers factors in the external environment, best practices, and
internal organizational factors to develop a vision for the future;
identifies feasible changes/innovations in support of the vision.

Level 3: Considers social, economic, legal, and political trends and the “big
picture” of the organization to establish a vision for its effective
operation in the world of the future.

Examples of Behavioral Indicators:

e Establishes and keeps up-to-date a “strategic plan.”

e Articulates how current trends and anticipated future events are expected to
impact the organization.

e |dentifies actions the organization can take to accommodate or leverage
trends and future events.

e Recognizes that evolution/change will occur, and without an attempt to
manage it, that it is unlikely to be in the best interest of the organization.

e Accepts that even when many factors are unknown or their certainty is
guestionable, that which is known with any degree of certainty can be
effectively used to formulate plans.

Performance Levels:

Satisfactory Superior

Considers the future when Understands that the larger

establishing  current  day-to-day environment in which the

operational practices. Envisions an organization exists is influenced by

improved organization and identifies and influences the organization.

specific actions to help create it. Notwithstanding uncertainties,
formulates a vision and plans to
achieve it.



60. VISION — Conceptualizes and conveys an ideal future in a way that creates
employee acceptance and motivates employees to achieve it.

Level of Competency Required by Job:

Level 1:

Level 2:

Level 3:

Envision a more efficient operational unit in which productivity is
increased and product quality/quality of service is improved, and, at
the same time, persistent problems and other frustrations for
employees are eliminated to create a more pleasant work
environment. Convey vision to employees and take all possible
steps to make the vision a reality.

Envision a more efficient, better coordinated function in which
organizational barriers and other factors that detract from
performance are eliminated and the opportunity for gratifying
individual contribution is enhanced. Convey vision to employees in
a way that motivates them to support and help achieve vision.

Envision a more efficient and effective organization that is well
recognized as an exemplary “organizational citizen” and an
employer of choice. Identify strategies to achieve vision, and
convey vision and strategies to staff in a way that enlists their
enthusiastic support and commitment to achieving the vision.

Examples of Behavioral Indicators:

e Identifies and articulates an ideal future state.

e Considers both organizational and staff perspectives when developing vision
for the future.

e Conveys vision for future to staff in a way that provides concrete description
of the ideal and makes it seem achievable.

e Presents strategies and secures resources to achieve vision or, alternatively,
identifies specific steps to be taken.

e Establishes responsibility and accountability for required actions.

e Recognizes, and conveys to staff, that ultimately this is a process, (a feature
of organizational functioning), not a project.

Performance Levels:

Satisfactory Superior

Envisions future, conveys vision, Articulates  ideal future state,

and, with staff, tries to achieve it. generates enthusiasm/staff desire to
achieve it.



