
 

COMPETENCY MODEL FOR 
DATA PROCESSING TECHNICIAN 2026 

CLASS CODE 1136 
 

 
The following competencies have been identified as those that best separate superior 
from satisfactory job performance in the class of DATA PROCESSING TECHNICIAN. 
 
 
1. Reading Comprehension  
4. Analytical Ability 
6. Attention to Detail 
10. Physical Capability 
12. Conscientiousness 
20. Job Knowledge  
43. Follow Oral Directions  
44. Follow Written Directions 
 
 
 
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.  



 

 
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 
 
Reads instructions correctly.  Learns from 
manual and other printed material. 
 

 

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

 

Superior 
 
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. 

 
 
 
 



 

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 of final work/work product in its accomplishment; make 
adjustments as possible to improve. 
 
 
 
Examples of Behavioral Indicators: 
 
●​ Carefully checks all aspects of work for completion and accuracy before 
submitting. 
●​ Identifies errors (for example, typo’s, computations, measurements, application of 
laws/rules/policies) and corrects them prior to submitting. 
●​ 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. 
 
 
Performance Levels: 
 
Satisfactory 
 
Ensures that each task accomplished 
represents “completed staff work.”  No 
remaining details/ inconsistencies for 
others to address. 
 

 

 
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. 

  
 

 
 
 
 
 
 
 
 



 

10. PHYSICAL CAPABILITY – Strength, endurance, flexibility, and/or coordination. 
 
 
Level of Competency Required by Job: 
 
Level 1:​ Sitting and/or standing for extended periods of time. 
 
Level 2:​ Awkward body position and/or precise motions required; and/or repeated 
lifting, carrying, and/or manipulation of objects; and/or walking for extended periods of 
time. 
 
Level 3:​ Continuous or extreme exertion of physical effort. 
 
 
 
Examples of Behavioral Indicators: 
 
●​ Sits and may occasionally stand or walk for entire workday (except breaks). 
●​ Walks for the duration of the workday. 
●​ Repetitive motion required to perform task. 
●​ Repeatedly lifts and carries heavy objects. 
●​ Exerts maximal effort for extended periods of time. 
 
 
Performance Levels: 
 
Satisfactory 
 
Performs tasks requiring physical 
capability satisfactorily and without undue 
physical stress or harm.  

 

 
Superior 
 
Performs tasks requiring physical 
capability correctly with relative ease.  May 
be asked to perform the most physically 
demanding tasks or be sought by 
co-workers for assistance. 

. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

12. CONSCIENTIOUSNESS – Dependable, reliable, diligent, and attends to all  
                                                  aspects of assignments (the “details”). 
 
 
Level of Competency Required by Job: 
 
Level 1:​ Remain on-task and make every reasonable effort to complete work 
in time allotted. Note discrepancies and takes action or informs appropriate 
person when “things don’t seem right” in information or data.  
 
Level 2:​ Note when own work logically relates to the work of others and coordinate 
with them and when additional tasks must be performed to complete an assignment and 
perform/assign them.  Recognize when, despite best efforts, work will not be done and 
notifies supervision. 
 
Level 3:​ Attend to each area of responsibility, and if all are not being addressed, 
arrange for transfer or elimination of some of them.  Ensure that all aspects of 
programs/projects are properly addressed to ensure success. 
 
 
 
Examples of Behavioral Indicators: 
 
●​ Seeks all necessary information to do the job well. 
●​ Learns from experience so can recognize when things are not right. 
●​ Maintains a high level of task-related behavior. 
●​ Continues to work diligently in the absence of supervision. 
●​ Fully attends to seemingly minor as well as major aspects of each work 
assignment. 
 
 
Performance Levels: 
Satisfactory 
 
Fully attends to work at hand; notes 
details, errors, and discrepancies and 
follows-up as necessary.  Reliably 
performs and completes work. Punctual; 
respectful of others’ time. 

Superior 
 
Notes relationship of own work to work 
of others to ensure all aspects are 
coordinated.  Performs additional tasks 
and otherwise follows-up to ensure 
thoroughness. 

 
 
 
 
 
 



 

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

Level 2:  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. 

Level 3:  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/regulations/ 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. 

 
 
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 data processing terminology and descriptive program language, 
such as Job Control Language, sufficient to monitor and maintain production 
batch jobs.  
 
2. Knowledge of data processing concepts, such as data flow, and special data 
processing forms, such as logs, flowcharts, input and source documents, and 
call-outs to understand the sequence of production batch jobs and the 
processing flows within computer systems. 
 
3. Knowledge of appropriate manuals, publications, and other technical 
documentation related to production batch jobs and system operation sufficient to 
resolve data processing problems in an effective and timely manner.  
 
4. Knowledge of office practices, such as Microsoft Office Suite, including 
Microsoft Word and Excel, and procedures sufficient to report problems to the 
correct personnel and ensure the effective maintenance of production batch jobs. 
 
5. Knowledge of departmental security requirements and regulations sufficient to 
ensure the proper handling of production batch job data. 
 
6. Knowledge of the operation and capabilities of various types of data 
processing equipment, standard time requirements, and proper sequences for 
running jobs in order to anticipate possible problems, determine realistic 
schedules, and prevent scheduling issues when monitoring and maintaining 
production batch jobs. 
 
7. Knowledge of printing alignment and clarity requirements needed to ensure 
the accuracy of job output data.  
 
8. Knowledge of record keeping procedures sufficient to ensure that the records 
for production batch jobs are kept up-to-date and accurate. 
 
9. Knowledge of programs, including Time Sharing Options (TSO) and AutoSys, 
and CA-7, in order to assist with the scheduling, reporting, monitoring, and 
maintenance of production batch jobs.  
 
10. Knowledge of basic Windows operation sufficient to troubleshoot computer 
errors, monitor, and maintain production batch jobs effectively. 
 
 
 
 
 
 



 

 
43. FOLLOW ORAL DIRECTIONS – Performs work accurately as directed orally. 
 
 
Level of Competency Required by Job: 
 
Level 1:​ Receive specific, complete oral directions daily or by 
individual task assignment throughout the day. 
 
Level 2:​ Receive general instructions orally that span across days or for 
entire assignments.  
 
Level 3:​ Receive general instructions/assignments orally regarding 
long-term objectives/responsibilities.  
 
 
 
Examples of Behavioral Indicators: 
 

●​ Does work assigned orally properly and on time. 
●​ Asks pertinent questions for clarification of assignments. 
●​ Performs work correctly when instructions were given orally. 
●​ Explains assignments to others who received the same instructions. 
●​ Performs work in accordance with general outline provided orally. 
●​ Correctly infers details of assignments given only in general terms. 

 
Performance Levels: 
 
Satisfactory 
 
Properly performs work when concrete, 
specific instructions are given orally.  Asks 
pertinent questions when parts of the 
instructions are unclear or omitted. 

 

 
 
Superior 
 
Properly performs work assigned orally. 
Answers questions or explains work to 
others. Correctly infers details or portions 
of instructions that were omitted. 

 
 
 
 
 
 
 
 
 
 
 



 

 
 
44. FOLLOW WRITTEN DIRECTIONS – Performs work accurately as directed in 
                                                                  writing. 
 
 
Level of Competency Required by Job: 
 
Level 1:​ Perform tasks assigned in writing. 
 
Level 2:​ Perform work after reading instructional manual. 
 
Level 3:​ Perform work after completion of training modules or programs presented 
in writing. 
 
 
 
Examples of Behavioral Indicators: 
 

●​ Correctly completes work assigned in writing. 
●​ Answers questions and/or explains work to others who received the 
same instructions. 
●​ Learns and applies information presented in writing (instruction 
manual; training program). 
●​ Correctly infers details of work to be performed that were unclear or 
omitted as presented in writing. 

 
Performance Levels: 
 
Satisfactory 
 
Correctly performs work assigned or for 
which training was provided in writing. 

 

 
Superior 
 
Understands instructions and training 
materials presented in writing to the extent 
that is able to answer questions or explain 
to others. Correctly infers unclear or 
omitted details as presented in writing. 
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