COMPETENCY MODEL FOR
TELECOMMUNICATIONS REGULATORY OFFICER (7650)
The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of TELECOMUNICATIONS
REGULATORY OFFICER (7650). (Numbers refers to the order of the competencies in
the Competency Bank.)
1. Reading Comprehension
4. Analytical Ability
7. Self Management
11. Initiative
13. Stress Tolerance
28. Supervision
45. Oral Communication
47. Written Communication
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, bolded, and underlined),
examples of behavioral indicators, and satisfactory and superior performance levels.

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
from manual and other printed material.

Learns from manual and may answer
others’ questions. Explains information
presented in written form to others.

4. ANALYTICAL ABILITY – Identifies, obtains, and evaluates relevant information
to establish relationships or patterns, cite causes, and
reach logical conclusions.

Level of Competency Required by Job:
Level 1:

Recognize similarities/differences in current situation to those
previously encountered and is guided accordingly. Apply existing
policies correctly. Ask pertinent questions or otherwise seek
additional information to formulate appropriate response.

Level 2:

Consider multiple, varied factors when evaluating a situation or
issue. Seek additional information to provide further insight.
Reach conclusions that logically follow from the information
obtained.

Level 3:

Consider a multitude of diverse factors, their interrelationships, the
perspectives of others, alternative courses of action and their likely
ramifications when evaluating information to reach a conclusion.

Examples of Behavioral Indicators:





Obtains the necessary amount of relevant information.
Recognizes the impact of each type of information on conclusions.
Evaluates the quality/source of information when considering it.
States the shortcomings of the information and, therefore, the analysis.

Performance Levels:
Satisfactory

Superior

Recognizes
available
relevant
information,
seeks
additional
information to consider, and reaches a
conclusion. Provides sound, convincing
justification for conclusions, citing
relevant data and facts.

Uses a great deal of existing and
obtained information and data to
develop and evaluate alternatives and
arrive at a final conclusion. Provides
compelling arguments in support of
conclusions.

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:
Level 1:

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

Level 2:

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

Level 3:

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 that work will not 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

Superior

Conducts self while at work in a manner
that ensures work will be completed as
scheduled, or provides explanation or
secures assistance or adjustment of
schedule if it will not be.

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.

11. INITIATIVE – Generates activity that facilitates accomplishment of work.

Level of Competency Required by Job:
Level 1:

Offer to help co-workers and/or recognize things to do that facilitate
work group accomplishment.

Level 2:

Identify new tasks/projects to be undertaken and assist others
with accomplishment of their work.

Level 3:

Determine additional work necessary to improve the function and
productivity of the organization or its services to citizens or other
customers.

Examples of Behavioral Indicators:





Makes suggestions for improvement in work quality or quantity.
Finds work to do when own work is slow rather than allow diminished personal
productivity.
Expands scope of work/responsibility in appropriate directions.
Anticipates upcoming events in order to prepare for them.

Performance Levels:
Satisfactory

Superior

Generates goal directed activity
rather than waiting to be told what to
do. Anticipates what is likely to occur
in order to be able to prepare;
recognizes that preparation for (and
clean-up after) a job is part of doing
the job.

Actively pursues additional tasks/
responsibilities that will facilitate
effectiveness.
Makes
extensive
preparations for upcoming events or
expected changes.

13. STRESS TOLERANCE – Maintains effective performance when under pressure,
confronted with opposition or criticism, and/or when
the situation is dangerous.

Level of Competency Required by Job:
Level 1:

Assignment may include varied or heavy workload; new tasks may
need to be learned; members of the public and, at times, co-workers
may be rude.

Level 2:

Insufficient staff or resources may be available to accomplish work.
Priorities/objectives may be unclear and/or direction uncertain. Role
ambiguity regarding responsibilities may exist. May encounter
disagreement or criticism when performing job activities.

Level 3:

Presentation and defense of position in a public forum, which
at times entails facing opposition, may be required. Work
environment may be fast-paced and one in which urgent
decisions must be made. Making life-or-death decisions may
be necessary.

Examples of Behavioral Indicators:





Remains composed and focused on the task at hand in the presence of obvious
stressors.
Understands that rudeness or opposition is not typically personal attacks.
Continues to make good decisions under urgent circumstances or when in
danger.
Soothes others who are more adversely affected by stress.

Performance Levels:
Satisfactory

Superior

Continues to perform effectively under
stressful circumstances.

Acknowledges stress, but appears to be
unaffected by it. Concentrates extra
effort on accomplishing the task at hand.
Assists others with effective coping.

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:
Level 2:
Level 3:

Supervises small workgroup of employees performing the same or
highly related work.
Supervises a larger workgroup of employees performing various types of
work.
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
Proficiency in supervision sufficient to
supervise a workgroup in terms of task
orientation, interpersonal concerns, and
personnel administration.

Superior
Proficiency in supervision sufficient to
serve as a resource to others and/or
represent department position in a
public forum.

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

Superior

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.

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.

47. WRITTEN COMMUNICATION – Communicates effectively in writing.

Level of Competency Required by Job:
Level 1:

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

Level 2:

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

Level 3:

Write lengthy reports, instruction manuals, in-depth analyses/
reviews of complex issues and/or articles for publication.
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 not interfere with 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

Superior

Writes material that clearly
communicates the necessary
information; needs little editing.

Precisely uses words and organizes
information in a way that enhances
presentation of the message. Virtually
no editing needed.

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

Superior

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.

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.

Industry Knowledge Areas
1. Knowledge of frequently used provisions of Federal and State laws and regulations
governing telecommunications franchises and contracts, such as those found in
the 1984 and 1992 Cable Acts, 1996 Telecommunications Act, and Federal
Communications Commission (FCC) regulations, sufficient to apply them in
specific situations.
2. Knowledge of City ordinances, codes, and resolutions pertaining to
telecommunications franchises and contracts, such as those found in the Los
Angeles City Charter and Los Angeles Administrative Code, sufficient to apply
them in specific situations.
3. Knowledge of the telecommunications providers with Federal Communications
Commission (FCC) permits operating within the City of Los Angeles sufficient to
provide information to necessary parties for billing and revenue purposes.

