COMPETENCY MODEL FOR
CAMP MANAGER
CLASS CODE 3140

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

3. Judgment and Decision Making
7. Self-Management

8. Safety Focus

10. Physical Capability

20. Job Knowledge

23. Equipment Operation

28. Supervision

33. Interpersonal Skills

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.



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: Littl idan vailable for r ndin wide ran f complex
situations with far-reaching and/or enduring consequences.

Examples of Behavioral Indicators:

e Effectively responds to atypical situations.

e Asks questions or otherwise obtains additional relevant information to make a
decision.

e Formulates a decision and necessary actions based on available facts.

e Correctly infers appropriate response based on information provided and existing
policies, personal experience, and/or consultation with others.

e Discusses conclusions/possible responses with others before taking action as
necessary.

e Considers impact of decisions on all affected parties.

Performance Levels:

Satisfactory Superior

Correctly assesses routine and unusual Evaluates new situations accurately to

situations and reaches appropriate establish an appropriate response or plan

conclusions for actions needed. Obtains of action. Recognizes the impact on all

additional information and/or consults with affected parties, as well as the possible

others as necessary. 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:

completed on time.
e Demonstrates a
responsibilities.

record of progress with

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

respect to all assignments/

e 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.



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 to “Safety first.” Places avoidance of injury or

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

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



1.

Safety Focus Area

Knowledge of safety principles, practices, and regulations as required by the
California Health and Safety Code, California Division of Occupational Safety and
Health Administration (CAL-OSHA), and California Administrative Code when
overseeing or performing maintenance and repair work at a resident recreational
camp, including those related to hazard identification, prevention, and correction,
and the proper use of personal protective equipment (PPE) sufficient to maintain
legal compliance with regulatory agencies and ensure the safety of oneself and
others.



10. PHYSICAL CAPABILITY — Strength, endurance, flexibility, and/or coordination.

Level of Com ncy Requir

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 Superior

Performs  tasks  requiring physical Performs  tasks requiring  physical

capability satisfactorily and without undue capability correctly with relative ease. May

physical stress or harm. be asked to perform the most physically
demanding tasks or be sought by
co-workers for assistance.



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.

Sought out as a source of information by others.

Performance Levels:

Satisfactory Superior

Sufficient job knowledge to perform work Expertise in technical job information

correctly independently. Answers technical sufficient to serve as a resource to others.

questions about work correctly. May develop training manuals/programs
and/or give internal and/or external
presentations related to work.



Job Knowledge Areas

. Knowledge of basic electrical systems commonly found at camp facilities such as lighting,
outlets, low-voltage wiring, fuses, circuit breakers, and generators, sufficient to identify
issues, perform minor repairs, or refer complex issues appropriately while ensuring
personal and public safety.

. Knowledge of groundskeeping practices including irrigation, weed control, trail or walkway
repair, and vegetation management sufficient to maintain a safe, clean, and accessible
outdoor environment, including but not limited to periods of inclement weather such as
snow and fires.

. Knowledge of methods, tools and materials used to repair and maintain a wide variety of
equipment, facilities, buildings, installations, and other outdoor infrastructure at a resident
recreational camp, including hand tools, power tools, fasteners, paints, concrete, and other
materials sufficient to safely and effectively perform or oversee maintenance and repair
tasks, and develop preventive maintenance schedules.

. Knowledge of manuals, documents, and other resources used to identify safety protocols,
City procedures, equipment operation procedures, and applicable maintenance and repair
regulations, including manufacturer instructions and operational manuals, sufficient to
correctly apply such directives when performing or overseeing maintenance and repair
work at a resident recreational camp.

. Knowledge of City cash handling protocols and procedures, including those related to
recording and transmitting cash or fees collected from camp patrons sufficient to ensure
accurate, accountable financial transactions.

. Knowledge of proper recordkeeping practices and requisition procedures used to secure,
monitor, and track camp supplies, equipment, materials, and staff information sufficient to
ensure accurate operational records, resource tracking, and resource availability.



23. EQUIPMENT OPERATION - Operates specialized equipment in performance
of job duties.

Level of Competency Required by Job:

Level 1: Operate equipment based on on-the-job training.

Level 2: Operate equipment based on attendance at a training program and practice.

Level 3: Operate equipment for which in-depth, complex training was required
and which may require certification.

Examples of Behavioral Indicators:

e Operates equipment proficiently.

Operates equipment with strict adherence to safety procedures.

e Understands the operation of equipment used on the job and correctly answers
questions about it.

e Willingly participates in any training necessary to maintain up-to-date knowledge of
equipment operation.

Performance Levels:

Satisfactory Superior
Operates equipment safely and with a Operates equipment with extreme
high degree of proficiency. proficiency and correctly answers

questions about its operation. Trains
and/or coaches others in the operation
of equipment.



Equipment Operated:

A. Vehicles and Heavy Equipment
Light-duty trucks

Dump Truck, Stakebed Truck

Skip Loader and BobCat

Utility carts or maintenance vehicles
(e.g., Gators)

Utility trailers

Snow blowers or plows

Log splitter

B. Power Tools and Construction Equipment
Power drills

Circular and reciprocating saws
Grinders and sanders

Electric screwdrivers

Concrete mixers

Paint sprayers

Power washers

Post hole diggers (manual or powered)
Ladders and scaffolding

C. Groundskeeping and Landscaping

Equipment
Chainsaws

Handsaws

Pole saws

Lawn mowers (push and riding)
Weed trimmers and brush cutters
Leaf blowers

Fertilizer or seed spreaders
Chippers/shredders

Irrigation timers and sprinkler system
controls

D. Facility an ili m

Generators (gas or electric)

Air compressors

Water pumps

Low-pressure boilers/\Water heater
Swimming pool filtration and chlorination
systems

D. Facility and Utility Systems (Cont.)

Gas and electric refrigeration units
Small electric motors

Septic system monitoring tools
Thermostat or HVAC control panels
Solar power systems or battery
backups

E. Commercial Kitchen Equipment
e Dishwasher
e Fire Protection System (schedule
cleaning and inspection)
e Refrigerators, stove, oven

F. Administrative an rational

Equipment

e Radios or two-way communication
devices

e Time clocks or badge systems

e Computers, tablets, or mobile
Scheduling/recordkeeping devices

e Surveillance camera systems

G. Program and Recreational Support
Equipment
e Archery or range gear (for safety setup
or inspection)
e Portable PA systems or AV equipment
e Portable lighting systems (for night
events or emergencies)

H. Emergen n fety Equipmen
e Fire extinguishers
e AED (automated external defibrillator)
devices
e Emergency water pumps
Portable generators and floodlights
e Satellite or long-range emergency
radios
e Chains, padlocks, or cable systems for
access control
e Animal Mitigation Protocols
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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:

e Planning and goal setting

e Creating a safe and positive work environment

e Establishing standards and training employees

e Motivating employees and teambuilding

e Performance Management (assigning, monitoring, facilitating, reviewing and evaluating
work, and providing feedback)

e Supporting and developing employees through delegation and participation

e Taking disciplinary action including progressive discipline

e Provisions of employees’ MOU'’s and handling grievances

e Legal requirements including EEO, ADA, FLSA, FMLA, and Workers’ Compensation
provisions

e Civil Service Commission Rules and Policies related to the management of employees

e Administrative Code provisions related to the management of employees

e 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
rel 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 Superior

Proficiency in supervision sufficient to  Proficiency in supervision sufficient to
supervise a workgroup in terms of task serve as a resource to others and/or
orientation, interpersonal concerns, and represent department position in a public
personnel administration. forum.
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33. INTERPERSONAL SKILLS - Interacts effectively and courteously with others.

Level of Com ncy Requir

Level 1: Interact with members of the workgroup, supervision, and/or the public in a
cordial, service-oriented manner.

Level 2: Interact acr: artment lines and with a int i fficials, 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 the members of the public. Adept at finding
public. similarities and grounds for
cooperation/mutual benefit.
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45. ORAL COMMUNICATION — Communicates orally in a clear, concise, and
effective manner.

Level of Competency Required by Job:

Level 1:

work environment or via telephone and/or radio.

Exchange specific, job-related information orally with others in the immediate

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:

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 or too little

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.
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