COMPETENCY MODEL FOR
SENIOR UTILITY BUYER
CLASS CODE 1862

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of SENIOR UTILITY BUYER. (Numbers
refer to the order of competencies in the Competency Bank.)

14.
20.
28.
29.
33.
43.
44.
48.

Composure

Job Knowledge

Supervision

Fact Finding

Interpersonal Skills

Follows Oral Directions

Follows Written Directions

Shares Knowledge and Information

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 level.



14. COMPOSURE — Maintains composure in difficult circumstances.

Level of Competency Required by Job:

Level 1: Display self-confidence in

interactions with others; does not

undermine own efforts or immediately succumb to pressure.

Level 2: Remain self-assured and calm when challenged or subject to
abuse.
Level 3: Exude confidence in a wide variety of circumstances made difficult

by many potent, diverse factors.

Examples of Behavioral Indicators:

Performance Levels:

Satisfactory

Continues work in a calm, self-
assured manner under difficult
circumstances. Avoids being drawn
in to a heated exchange.

Maintains calm, composed demeanor in all work situations.
Restates position when appropriate.

Asserts viewpoints when others ignore or debase them.
Acknowledges difficulties, but is not overcome by them.

Superior

Remains poised when confronted
with undue complaint or criticism.
Confidently defends position when
challenged.



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

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:

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.

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

Buying

1. Knowledge of principles and practices of centralized purchasing, such as combining
orders to obtain better prices and calculation of preferences, including the Small Local
Business (SLB) and Local Business Preference Program (LBPP).

2. Knowledge of types of supplies, equipment, and services commonly used by many utility
industries, such as testing meters, hand tools, and automotive equipment and supplies,
sufficient to discuss purchases with users, vendors, and other interested parties.

3. Knowledge of vendors of supplies, materials, equipment, and services based on online
documents, including business directories, Commodity Codes, and price history
information, sufficient for purposes, such as comparing prices quickly for emergency
purchases or ensuring that Requests for Proposals and Invitation for Bids are
appropriately distributed.

4. Knowledge of channels of communication and of City practices and procedures for
transmitting information between divisions of the Department, the Purchasing Section,
and suppliers, sufficient to maintain efficient operations.

Legal

5. Knowledge of reference sources for locating specific City, state and federal laws,
ordinances, codes, and regulations relating to purchasing supplies, materials,
equipment and services, such as City Charter Section 371, Chapter 1 of the
Administrative Code, the State Public Contract Code, and the Uniform commercial
Code, sufficient to comply as applicable.

6. Knowledge of Department regulations, procedures, and practices related to purchasing
supplies, equipment, materials, or services, such as dollar limits on purchases which
can be made by employees at various levels, and standard wording for contract clauses,
sufficient to maintain compliance with approval levels and contract terms.

7. Knowledge of legal requirements for documentation of actions relating to purchasing
supplies, equipment, materials, or services, soliciting bids, and awarding contracts, such
as length of time original responses to requests for proposals must be retained, and
signatures required on contracts, sufficient to approve as to form by the City Attorney.

Communication
8. Knowledge of purchasing related materials and documents used for purchasing
supplies, equipment, materials, or services, such as user requests and specifications,
management memos, reports of problems, suppliers catalogs, and procedures,
sufficient to read and interpret.



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,
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

monitoring, facilitating, reviewing and

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.



29. FACT FINDING — Obtains required information through questioning, review of
existing materials, or securing new materials to answer a
guestion or address a problem.

Level of Competency Required by Job:

Level 1: Look up information available in the workplace (including use of the
internet) or by asking questions of co-workers or supervisor.

Level 2: Interview individuals and/or obtain necessary information from
files, the library, and/or the internet.

Level 3: Conduct in-depth interviews/interrogations or depositions. Locate

obscure reference material containing germane information by
correctly identifying needed information, making logical inferences
regarding where it might be available, and discerning from newly
acquired information relevant additional materials.

Examples of Behavioral Indicators:

e Asks a series of insightful questions in a logical order.
e Correctly identifies persons most likely to have the needed information.
e Listens carefully to responses from others to discern all relevant information

stated.

e Makes logical assumptions about where certain types of information might be
found; or asks others who are likely to know.

e Persists in locating relevant information until a sufficient amount is available to
permit answering question or addressing the problem fully.

Performance Levels:

Satisfactory

Obtains necessary information through
scrutiny of existing files and other
resources, correctly identifying and
obtaining other sources of information,
and/or asking questions.

Superior

Exhibits great insight in identifying who
would have certain information, or in
what materials it might be located.
Carefully crafts questions to extract
needed information. Persists until
sufficient information is gathered to
formulate a logical conclusion.



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 withinfamong workgroups
and toward members of the public.
Adept at finding similarities and
grounds  for  cooperation/mutual
benefit.



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:

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.

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.

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:

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.



48. SHARES KNOWLEDGE AND INFORMATION — Conveys all information relevant

Level of Competency Required by Job:

Level 1;

to each involved party in a
thorough and timely manner.

Provide job-related information as it becomes available to others who

are likely to need it or to whom it might be helpful.

Level 2:

Keep all involved parties informed of work/project progress and

other new information. Tailors content, level of detail, and

timing of information provided to the perspective of each

recipient.

Level 3:

Recognize different needs for different information and provide all

affected parties with a description of the “big picture” as well as the
breadth and detail of information relevant to their perspective.

Examples of Behavioral Indicators:

Provides thorough explanations with all relevant details.

Uses multiple means of communicating (e.g., e-mail, telephone, meetings).
Provides status reports of work/project progress to all involved parties.
Informs others of changes at the earliest feasible time.

Uses multiple addressees and “copies” others so all parties see exactly the

same information and know who already has been informed.
e Draws from job knowledge and work experience to provide thorough

descriptions and explanations.

Performance Levels:

Satisfactory

Readily communicates new, job-related
information to all employees to whom it
is relevant. Provides a level of detail and
explanation appropriate to the recipient.

Superior

Ensures that all involved parties are
provided the maximum amount of
information feasible in as timely a
manner as possible to facilitate
work/project  status. Shares job
knowledge and experience to serve as a
mentor or coach to others.
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