
COMPETENCY MODEL FOR 
ASSISTANT INSPECTOR (4208) 

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

 
1. Reading Comprehension 
5. Learning Ability 
7. Self-Management 
20. Job Knowledge 
33. Interpersonal Skills 
43. Follow Oral Directions 
45. Oral Communication 
47. Written 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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. 
 
 
 
 
 
 
 
 

 
 
 
  



5. LEARNING ABILITY – Readily acquires and applies new information. 
 

 
Level of Competency Required by Job: 
 

Level 1: Learn job-related information, rules, and procedures, and apply them 
correctly. 

 
Level 2: Learn and apply extensive job-related information correctly. 

Make reasonable inferences when specific information needed 
in a given instance was not presented. 

 
Level 3: Access new job-related information via print or electronic media, in 

educational/training programs, and/or by speaking with others, and 
apply it correctly to the job. 

 
 
Examples of Behavioral Indicators: 
 

 Recalls information presented in educational/training programs. 

 Recognizes how to apply newly acquired information to the job. 

 Applies new information to the job in a way that increases productivity. 

 Applies “lessons learned” from prior work experiences to current work. 

 Answers questions/coaches others who received the same instruction. 
 
 

Performance Levels: 
 
Satisfactory 
 
Learns new information and applies it 
appropriately to situations/issues. 
 
 
 
 

Superior 
 
Readily acquires new information, 
makes appropriate inferences based 
on it, and integrates it with prior 
learning and experience to maximize 
its use in a variety of situations or with 
respect to a variety of issues. 

 
 

 
 
 
 
 
 
 
 
 
 
 



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. 

 
 
 
 
 
 
 
 



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 arithmetic and geometry such as calculating, cubic areas, 

conversions, and areas and volumes, in order to check calculations on plans and 

specifications and calculate adjusted specifications.  

 

2. Knowledge of Building Construction Standards including materials, procedures, 

and practices, such as Cal/OSHA requirements, in order to identify unacceptable 

construction practices, procedures, and materials.  

 

3. Knowledge of the Los Angeles City Building Code and zoning ordinances in 

order to reference the appropriate code and ensure compliance.  

 

4. Knowledge of principles of soil mechanics and geology as applied to foundations, 

embankments, fills, backfills, and excavations, in order to accurately identify soil 

types and ensure appropriate construction methods.  

 

5. Knowledge of capabilities of computers and software such as Microsoft Office 

Suite, Google Docs, and Adobe Acrobat, sufficient to organize inspection 

requirements and create construction reports to supervisors and/or colleagues, 

and to document construction activities and enforcement procedures.  

 

6. Knowledge of  general inspection techniques and procedures such as using 

basic measuring tools, testing  gas piping and plumbing systems, and identifying 

proper sequence of construction in order to ensure compliance with construction 

documents and code requirements.  

 

7. Knowledge of construction plan reading including building, electrical, plumbing, 

Heating Ventilation and Air Conditioning (HVAC), and street construction plans, 

in order to identify the approved specifications and construction requirements.  

 

8. Knowledge of building and civil construction terminology such as foundation, 

columns, beams, and mechanical systems in order to ensure compliance with 

construction documents and requirements to communicate with contractors, 

consultants, owners, builders, and engineers.   

 

 

 

 

 

 



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. 

 
 
 
 
 

 
 
 
 

 
 
 
 
 
 

 



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 longterm 

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 
 
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. 

 
 
 
 
 
 
 
 
 
 
 
 
 



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. 

 
 
 
 
 
 
 
 
 
 



 
47. WRITTEN COMMUNICATION – Communicates effectively in writing. 
 
 
Level of Competency Required by Job: 
 

Level 1: Write notes/e-mails. Completes forms with some open-ended 
responses (sentences). 

 
Level 2: Write letters, articles/reports, and/or detailed descriptions of 

activities/occurrences. 
 
Level 3: Write lengthy reports, instruction manuals, in-depth analyses/ 

reviews of complex issues and/or articles for publication.  Reviews 
the written work of others. 

 
 
 
Examples of Behavioral Indicators: 
 

 Writing includes the necessary information to convey the intended message.  

 Sufficiently few errors in spelling, punctuation, grammar to not interfere with the 
intended message or distract the reader. 

 Little editing or re-writing needed to produce a final product. 

 Composes materials efficiently. 

 Information is presented in a well organized manner. 

 Tone and degree of formality are appropriate to the purpose and audience. 
 
 
Performance Levels: 
 
Satisfactory 
 
Writes material that clearly 
communicates the necessary 
information; needs little editing.  

 

Superior 
 
Precisely uses words and organizes 
information in a way that enhances 
presentation of the message.  
Virtually no editing needed. 

 


