
 

COMPETENCY MODEL 
PRINCIPAL CLERK POLICE 

 
The following competencies have been identified as those that best separate superior 
from satisfactory job performance in the class of PRINCIPAL CLERK POLICE. 
 

3. Judgment and Decision Making 
7. Self Management 
16. Objectivity 
28. Supervision 
33. Interpersonal Skills 
42. Resolves Conflict 
45. Oral Communication 

 
 
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.



 

 
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 
 
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. 

 
 
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. 



 

16. OBJECTIVITY – Demonstrates fairness and equity toward others; understands  
different perspectives; states sides of a conflict non-evaluatively; 
uses facts and logic. 

 
Level of Competency Required by Job: 
 

Level 1: Respond to the situation at hand and its specific circumstances as 
opposed to being influenced by previous encounters, stereotypes, 
or biases.  

 
Level 2: Appropriately aligns self/organizational interest with objectives to 

benefit the overall organization and/or citizenry. 
 
Level 3: Appropriately aligns self/organizational interest with the “common 

good” (citizens, other public sector agencies, elected officials). 
 
Examples of Behavioral Indicators: 
 

 Notes facts and circumstances specific to the situation. 

 Formulates plans for action based on the totality of factual information. 

 Gives full attention to each task/issue within areas of responsibility 

 Clearly demonstrates the benefits of actions to the overall organization, 
citizens, and/or the “common good.” 

 Does not take positions or promote actions/causes that reflect blatant self 
interest. 

 
Performance Levels: 
 
Satisfactory 
 
Focuses on and reacts to all facts and 
information available for each 
situation/issue. Disregards personal 
preferences or biases in appraisal of 
situation/issue and response to it. 

 
 
Superior 
 
Strives to serve the “common good.”  
Responds in a manner contrary to self-
interest when appropriate. 
 



 

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 
 
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. 
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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 within/among workgroups and 
toward members of the public.  Adept 
at finding similarities and grounds for 
cooperation/mutual benefit. 
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42. RESOLVES CONFLICT – Acknowledges and takes action to eliminate 
ineffective/disruptive interpersonal relationships. 

 
Level of Competency Required by Job: 
 

Level 1: Recognize that conflict is inappropriate in the workplace; ensure no 
personal involvement in conflict or promptly seek elimination if such 
involvement occurs.  May try to avert conflict among co- workers or 
to eliminate it if it occurs. 

 
Level 2: Monitor staff for possible signs of arising conflict and, when noted, 

immediately intervene to reconcile.  Recognize when the differing 
perspectives of different organizational units become disruptive and 
address the issues with involved parties or management, as 
appropriate. 

 
Level 3: Recognize that the purposes/objectives of certain entities are 

inherently at odds and approach interactions with them with 
sensitivity and facilitates others’ doing so as well.  Recognize the 
debilitating nature of emergent conflict among organizational 
segments and, when noted, immediately intervene to reconcile. 

 
Examples of Behavioral Indicators: 
 

 Recognizes when a conflict is emerging or has emerged.  

 Mentions the need to resolve conflict to other involved party(ies). 

 Brings together parties in conflict and encourages them to resolve/ facilitates 
resolution. 

 Articulates the common objectives of conflicting entities. 

 Enlists the participation of conflict resolution specialists when warranted. 
 

Performance Levels: 
 
Satisfactory 
 
Diffuses conflict at work. Uses other 
means of addressing interpersonal 
friction, disagreement, or competing 
goals. Notes and seeks resolve of 
conflict among others. 

 
 
Superior 
 
Recognizes interpersonal, intra-
organizational, and internal-external 
organizational interactions with conflict 
potential, and seeks to avoid. When 
signs of emerging conflict noted, 
immediately takes steps to eliminate. 
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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 

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. 

 


