COMPETENCY MODEL FOR
DUPLICATING MACHINE OPERATOR
CLASS CODE 1493

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of DUPLICATING MACHINE
OPERATOR.

(Numbers refer to the order of competencies in the Competency Bank.)

2. Mathematics

8. Safety Focus
20. Job Knowledge
21. Technology Application
33. Interpersonal Skills
35. Teamwork
44. Follow Written Directions
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, bolded, and underlined),
examples of behavioral indicators, and satisfactory and superior performance levels.



2. MATHEMATICS - Performs arithmetic or higher-level mathematical computations
accurately.

Level of Competency Required by Job:

Level 1: Perform arithmetic computations (add, subtract, multiply, divide
ratios, percentages).

Level 2: Use algebra (substitute numbers for letters in a formula), geometry
(angles, distances, area), and/or descriptive statistics
(mean/median/mode, standard deviation, range).

Level 3: Apply and interpret calculus, inferential statistics (t-tests, correlations,
ANOVA, multiple regression) or other very high level mathematics.

Examples of Behavioral Indicators:

e Quickly and accurately performs arithmetic computations.

Appropriately selects and applies formulas for stated purpose.

e Correctly identifies an appropriate analysis for a specific purpose and selects the
appropriate computer program for computation.

e Accurately interprets and presents results of mathematical/statistical computations.

Performance Levels:

Satisfactory Superior

Knows mathematical requirements of the Identifies additional opportunities for the

job and performs them correctly. Verifies application of mathematics in work.

work to ensure accuracy. Answers questions/trains others to assist
them in their use of mathematics.



8. SAFETY FOCUS — Performs work in a way that minimizes risk of injury to self or
others.

Level of Competency Required by Job:

Level 1: Maintain awareness of unsafe conditions and actions to avoid injury.

Level 2: Follow safety rules/procedures; avoid known hazards in the work
environment.

Level 3: Carefully follow safety rules and procedures and consistently use all
necessary safety equipment.

Examples of Behavioral Indicators:

e Wears seat belt.

e Ensures safe physical work environment by taking actions such as eliminating
unstable stacks of materials, closing drawers so filing cabinets will not tip over, and
keeping pathways clear of tripping hazards.

e Reviews safety procedures before beginning each job with known hazards.

e Follows safety procedures while performing work even when it takes more time.

e Uses safety equipment such as goggles, gloves, and earplugs as required or
warranted.

e Frequently checks safety equipment for proper condition and operation.

Performance Levels:

Satisfactory Superior

Maintains awareness of personal safety “Safety first.” Places avoidance of injury

to avoid injury or property damage during or property damage above all other job

all work activities. requirements.  Mentions the need to
follow safe work practices to co-workers.
Actively seeks ways to avoid injury.



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:

Performance Levels:

Satisfactory

Sufficient job knowledge to perform work
correctly independently. Answers technical
questions about work correctly.

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.

Sought out as a source of information by others.

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

. Knowledge of high speed digital copying machines sufficient to operate, service, and
maintain machinery.

. Knowledge of various small offset printing machines sufficient to operate, service, and
maintain machinery

. Knowledge of chemicals used in printing and duplicating such as fountain solution and ink
repellant, sufficient to pour correct amounts without spilling chemicals and adhering to
safety precautions.

. Knowledge of parts and components of an offset printing machine and a high speed digital
copying machine such as plate cylinder and blanket sufficient to print jobs properly.

. Knowledge of paper weights and machine setting sufficient to print and duplicate on
appropriate stock.

. Knowledge of terms used in off-set printing and high speed duplicating such as stripping,
scumming, toning and stock, sufficient to interpret job specifications, talk to coworkers
regarding assignments, and to report problems or malfunction of machinery.

. Knowledge of terms used in operating duplicating machines such as paper joggers,
pagination and paper drills, sufficient to interpret job specification, talk to coworkers
regarding assignments, and to report problems or malfunction of machinery.

. Knowledge of computers and applications, such as Microsoft Office and Adobe Suite
sufficient to carry out daily duplicating operations.

. Knowledge of variable data printing utilizing PrintShop Mail and Excel files sufficient to
carry out daily duplicating operations.

10.Knowledge of wide format and flatbed printing sufficient to produce signs, banners, and

posters.



21. TECHNOLOGY APPLICATION - Correctly applies technology as required on
the job; conceptualizes improvements in work
through introducing and/or enhancing use of
technology.

Level of Competency Required by Job:

Expert in the use of technology required for own job. May identify additional
applications for currently used technology to enhance own work and/or work of
others.

Level 1:

Identify additional technology to be applied to improve own work and/or
work of others and/or enhanced use of current technology to improve the
operations of an entire function or department.

Level 2:

Identify new technology application to improve/enhance work of an entire
function, department, or organization.

Level 3:

Examples of Behavioral Indicators:

Demonstrates mastery of technical applications required for current work.

Suggests additional applications of existing technology that improve productivity.
Identifies new technology that can be applied to improve existing operations.

Provides convincing justification for investment in new technology versus anticipated
benefits.

e Presents compelling arguments to justify purchase of existing software (with or without
modification) versus in-house development.

Performance Levels:

Satisfactory

Knows and correctly applies current
technology as required on the job.
Extends use of current technology to
improve efficiency of accomplishing
additional tasks.

Superior

Recognizes opportunities to apply
technology to improve work processes
in a function, department, or the entire
organization. Identifies and justifies
specific technology for specific uses.



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 Superior

Behaves in a courteous, respectful, Facilitates positive interpersonal relations
cooperative manner toward co-workers, withinfamong workgroups and toward
other City employees, and members of members of the public. Adept at finding
the public. similarities and grounds for
cooperation/mutual benefit.



35. TEAMWORK - Interacts effectively with others to achieve mutual objectives;

readily offers assistance to others to facilitate their goal
accomplishment.

Level of Competency Required by Job:

Level 1: Work effectively as a member of a work unit or project team. Readily offer
assistance to others when they have too much work or have too little.
Level 2: Work effectively as a team member in which different people have
different roles/responsibilities and perspectives. Identify points for
1] ration with co-workers; readily offer and r istan
Level 3: Work effectively as a part of an interdependent team (your work gets done

only if the work of the whole team is done; evaluation of team performance
is more relevant than individual performance).

Examples of Behavioral Indicators:

Discusses work-related matters with co-workers.

Offers and requests assistance readily.

Offers and is receptive to suggestions.

Identifies problems with workflow that will prevent team from accomplishing its goals.
Provides constructive criticism and feedback to team members to improve overall

functioning of team.

e Assigns credit to team for accomplishments.

Performance Levels:

Satisfactory

Cooperates with co-workers and fulfills
responsibilities as a member of a project
team. Maintains a focus on common
objectives and offers and requests
assistance readily.

Superior

Sees the team as a whole;
acknowledges that performance of the
team is what in reality is evaluated by
others. If anyone fails, everyone on the
team fails.



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:

e Correctly completes work assigned in writing.

e Answers questions and/or explains work to others who received the same
instructions.

e Learns and applies information presented in writing (instruction manual; training
program).

e Correctly infers details of work to be performed that were unclear or omitted as
presented in writing.

Performance Levels:

Satisfactory Superior

Correctly performs work assigned or for Understands instructions and training

which training was provided in writing. 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.



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:

or too little detail).

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

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

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.



