
COMPETENCY MODEL FOR 
SUPPLY SERVICES MANAGER (2021) 

CLASS CLODE 1865 

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

 
3. Judgment and Decision Making 
20. Job Knowledge 
40. Credibility 
45. Oral Communication 
50. Process Improvement 
52. Workforce Management 
53. Leadership 
58. Industry Knowledge 
 
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.



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 guidelines needed to respond to immediate situations 
within very specific function are provided (or 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: 
 

 Effectively responds to atypical situations. 

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

 Discusses conclusions/possible responses with others before taking action as 
necessary. 

 Considers impact of decisions on all affected parties. 
 
 
 

Performance Levels: 
 
Satisfactory 
 
Correctly assesses routine and unusual 
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 the impact 
on all affected parties, as well as the 
possible ramifications and/or 
repercussions of setting a precedent.

 
  



   

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

 
Level 2: Knowledge acquired through an apprenticeship or extensive 

training program, or long duration of job performance.  
 
Level 3: 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: 
 
Satisfactory 
 
Sufficient job knowledge to perform 
work correctly independently. 
Answers technical questions about 
work correctly. 

Superior 
 
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. 

 
 
 
  



   

Job Knowledge Areas 
 

1. Knowledge of laws, regulations, and practices related to procurement, 
warehousing, inventory control, and materials distribution, such as Commercial 
Code and the Los Angeles City Charter and Administrative Code, sufficient to 
ensure that government purchasing is fair, equitable, and transparent. 
 

2. Knowledge of supply chain management industry standards, such as the City 
of Los Angeles Code of Ethics and NIGP: The Institute for Public Procurement, 
sufficient to ensure that the processes are uniform and consistent. 

 
3. Knowledge of the City’s contractual procedures, such as those related to 

protests, non-compliance, and performance, sufficient to adhere to contract 
terms and conditions and ensure vendor compliance related to purchasing 
activities. 

  
4. Knowledge of data analysis methods related to procurement, such as 

researching supply services related trends and evaluating industry market 
changes, sufficient to provide the lowest ultimate cost or best overall value to 
internal customers.  

  
5. Knowledge of strategic sourcing methods, such as reverse auctions, market 

research relating to purchasing, and cooperative purchasing, sufficient to 
identify the best vendor or supplier and best overall value for the City of Los 
Angeles. 
 

6. Knowledge of computer applications and systems related to purchasing, such 
as MAXIMO, Salesforce/LA POP (Los Angeles Procurement Opportunity 
Portal), and the Enterprise Resource Planning systems (eRP), sufficient to 
oversee contracting, market research, data analytics procurement, and 
materials distribution related work for the City of Los Angeles. 
 

7. Knowledge of general and Cal/OSHA warehousing and inventory management 
safety principles and practices, such as proper lifting and carrying techniques, 
space planning, and safe product stacking and storage procedures, sufficient 
to prevent injury to employees and the public. 
 

 
 
 
  



   

40. CREDIBILITY – Is truthful and sincere; objectively and clearly provides all  
                                 pertinent information rather than being vague, omitting negative  
                                 information or only stating what listeners “want to hear.” 

 
 

Level of Competency Required by Job: 
 

Level 1: Freely and openly share accurate job-related information with co-
workers. 

 
Level 2: Provide complete, accurate information to other City employees 

and members of the public. 
 
Level 3: Represent department to the Mayors’ Office, City Council, City 

Commissions, and/or department heads, and/or to external 
organizations, professional associations, and/or the media.  

 
 
 
Examples of Behavioral Indicators: 
 

 Admits mistakes. 

 Information provided is consistent (not contradictory or stating different things 
to different people). 

 Answers questions directly and thoroughly.  

 Shares credit for achievements. 

 Acts in the best interest of the organization, not self interest. 
 
 
 

Performance Levels: 
 
Satisfactory 
 
“Tells the complete story” from the 
onset. Is forthcoming with full 
information when questioned. 
Statements are consistent.  Readily 
admits mistakes and gives credit to 
others. 

 
 
Superior 
 
Information provided is complete and 
accurate, and includes any negative 
information or information contrary to 
self interest.  Does not attempt to be 
vague or put a “spin” on negative 
information to make it appear more 
positive. 

 
 

 
 
 
 
 



   

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). 

 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 
 
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. 

Superior 
 
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. 

 
  



   

50. PROCESS IMPROVEMENT – Initiates changes to improve the manner in which  
                                                        work is done, workflow, or the work product. 

 
 

Level of Competency Required by Job: 
 

Level 1: Identify and suggest improvements in the work of workgroup and/or 
at the interface of other workgroups with interrelated functions. 

 
Level 2: Audit work processes, work flow, and work product to identify 

possible improvements; analyze the feasibility of making 
changes necessary to implement improvements; evaluate the 
effectiveness of changes made. 

 
Level 3: Initiate effort to re-engineer work processes in order to create a 

system with maximum efficiency, product/service quality, and 
timeliness. 

 
 
 
Examples of Behavioral Indicators: 
 

 Notes inefficiencies and unnecessary steps for possible elimination.  

 Identifies specific changes that would need to occur to implement 
improvements. 

 Analyzes/evaluates necessary changes for feasibility. 

 Discusses with involved staff to obtain feedback. 

 Recognizes that a complete change in “the way we do business” might be the 
best solution. 

 
 
Performance Levels: 
 
Satisfactory 
 
Vigilant with respect to identification of 
opportunities for improvement. Identifies 
specific steps required to implement 
feasible changes and ensures they are 
taken.  Evaluates results and makes 
adjustments. 

 
 
Superior 
 
Objectively considers the entire system 
and future conditions when evaluating 
the potential for improvement. Identifies 
novel solutions and is creative in 
determining means of implementing 
them.

 
  



   

52. WORKFORCE MANAGEMENT –  Structures workgroups and their  
                                                              interrelationships in a way that facilitates   
                                                              accomplishment of organizational goals;  
                                                              attracts talent and places individuals in  
                                                              positions to maximize productivity and staff  
                                                              development. Ensures proper training is  
                                                              provided. 
 
Level of Competency Required by Job: 
 

Level 1: Ensure various workgroups are staffed sufficient to accomplish their 
respective missions and with complementary skills where 
appropriate. 

 
Level 2: Examine the structure of each workgroup to ensure optimal 

staffing, the interrelationships of workgroups to maximize 
coordination and efficiency, and the placement of individuals to 
optimally use or develop their capabilities; make adjustments 
as warranted. 

 
Level 3: Ensure that structure, staffing, interrelationships, placement of 

individuals for productivity/development are optimal.  Identify needed 
competencies and ensure well-qualified candidates are recruited.  
Identify problems with the operation and/or staff performance and 
determine a solution. 

 
Examples of Behavioral Indicators: 
 

 Considers the workforce and its operation as a whole.  

 Recognizes the need to balance optimal placement of staff for the organization 
with individual developmental needs. 

 Recognizes the tradeoffs of bringing in new staff versus developing existing 
staff. 

 Re-assigns staff as warranted. 

 Re-structures the organization as warranted. 

 Addresses problem performers. 
 

Performance Levels: 
 
Satisfactory 
 
Ensures efficient operation of the 
organization and makes necessary 
adjustments.  Balances productivity 
and staff development.  

Superior 
 
Redesigns organization as necessary to 
achieve maximum productivity and staff 
development.  Balances bringing in new 
staff with developing current employees. 

 
  



   

53. LEADERSHIP – Influences others toward goal accomplishment. 
 

Level of Competency Required by Job: 
 

Level 1: 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. 

 
Level 2: 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. 

 
Level 3: 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 responsibility/individual actions 
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 

 
 
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. 

 
  



   

58. INDUSTRY KNOWLEDGE – Knows sources of information (publications,  
                                                     websites, professional associations), college  
                                                     programs, consultants, vendors, and peers within  
                                                     field of endeavor; accesses them when needed. 

 
 

Level of Competency Required by Job: 
 

Level 1: Can locate job-related information from external sources when 
necessary. 

 
Level 2: Read job-related publications and know/may be a member of 

professional associations.  Some familiarity with college programs, 
consultants, vendors, and/or others in the field. 

 
Level 3: Subscribe to job-related publications and is a member of 

professional association(s).  Know many college programs, 
consultants, and vendors, and has a well-developed network of 
peers within the field. 

 
Examples of Behavioral Indicators: 
 

 Reads/subscribes to job-related publications. 

 Knows consultants/vendors in the field including their products/services and 
reputation. 

 Attends conferences or other job-related training/presentations. 

 Makes presentations to professional associations. 

 Has contacts on college faculties to call upon if needed. 
 

 
 
Performance Levels: 
 
Satisfactory 
 
Aware of external resources available 
in the field. Can locate and obtain 
materials and/or locate and contact 
professional associations, 
consultants, vendors, or peers if 
necessary. 

Superior 
 
Knows many external resources in 
field, including publications, 
educational programs, consultants, 
and vendors.  Has a well-established 
network of peers. Belongs to 
professional associations and attends 
conferences or other training 
sessions.  Provides research results 
and/or benchmarking data to the field. 

 


