COMPETENCY MODEL FOR
RISK MANAGEMENT AND PREVENTION PROGRAM SPECIALIST
CLASS CODE 7980

The following competencies have been identified as those that best separate superior
from satisfactory job performance in the class of RISK MANAGEMENT AND
PREVENTION PROGRAM SPECIALIST. (Numbers refers to the order of competencies
in the Competency Bank.)

3. Judgment and Decision Making
4. Analytical Ability

20. Job Knowledge

31. Results Orientation

37. Flexibility

42. Resolves Conflict

51. Program Responsibility

55. Community Relations

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

Level of Competency Required by Job:

Level 1:

information if necessary, and applies all
available information to reach sound
conclusions/formulate effective response.

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:

Little quidance available for responding to a wide range of

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

Correctly assesses routine and unusual
situations and reaches appropriate
conclusions for actions needed. Obtains
additional information and/or consults
with others as necessary.

Superior

Evaluates new situations accurately to
establish an appropriate response or
plan of action. Recognizes the impact
on all affected parties, as well as the
possible ramifications and/or
repercussions of setting a precedent.



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:

Level 2:

Level 3:

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.

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.

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
Superior

Recognizes available relevant

information, seeks additional Uses a great deal of existing and
information to consider, and reaches a obtained information and data to
conclusion. Provides sound, convincing develop and evaluate alternatives and
justification conclusions, citing arrive at a final conclusion. Provides
relevant data and facts. compelling arguments in support of

conclusions



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 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.q., laws, ordinances, government

quidelines/requlations/ 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

1. Knowledge of chemical practices and techniques of chemical manufacturing and
chemicals used in manufacturing processes sufficient to comprehend the hazards linked
to chemical methodologies and operations.

2. Knowledge of the mechanical and structural design aspects of chemical processing
equipment sufficient to comprehend the hazards linked to mechanical and structural
design.

3. Knowledge of federal, state, and city laws and regulations relating to accidental release
prevention and risk assessment sufficient to implement the risk management program.

4. Knowledge of effective safety principles and practices sufficient to comply with
CalOSHA regulations.



31. RESULTS ORIENTATION — Maintains a focus on objectives to be achieved and

acts accordingly to ensure their accomplishment.

Level of Competency Required by Job:

Remain focused on the task at hand and its purpose. May alter
activities if the same result will be achieved. Does not become
distracted by extraneous information, events, or details.

Remain focused on the objectives to be achieved and take all

reasonable actions necessary to achieve them. If initial
activities to achieve objectives are unsuccessful, tries other

Level 1:
Level 2:

approaches.
Level 3:

Remain focused on outcome and not process, when possible, in the
monitoring and evaluation of staff work. Encourage staff to maintain
focus on the objectives of their work and not to be overly affected by
nuisances or frustration.

Examples of Behavioral Indicators:

Clearly understands the purpose/objectives of work assignments.
Recognizes that there are typically many ways to achieve the same objective.
Makes multiple attempts to achieve objectives when necessary.

Does not become distracted by unimportant or irrelevant issues.

Ignores distracters in order to maintain pursuit of the desired outcome.

Performance Levels:

Satisfactory

Maintains a focus on desired outcomes
and makes every reasonable attempt to
achieve them. Always recognizes the
purpose or objective of work activities.

Superior

Maintains a clear focus on desired
results, and is persistent in attempts to
achieve them. Insistent that all work
activities lead to goal accomplishment;
expresses dissatisfaction with activities
that have no apparent impact.



37. FLEXIBILITY — Changes behavior to more effectively respond to differences or

changes in situations, circumstances, objectives or people.

Level of Competency Required by Job:

Level 1: Modify behavior as necessary to accommodate differences/ changes.
Level 2: Initiate changed behavior when initial approach proves ineffective.
Level 3: Perceive subtle cues/feedback to determine modifications in behavior

necessary to improve effectiveness.

Examples of Behavioral Indicators:

Adjusts speaking in terms of volume (softer/louder) and/or manner (for example,
explanatory vs. directive).

Offers a different option when the first is rejected.

Completes work in a nonroutine manner when usual approach is inefficient or
ineffective.

Readily accepts changes in work assignments.

Willingly works with any others as assigned or required by job duties.

Performance Levels:

Satisfactory

Superior
Changes approach or objective when
directed to do so. Recognizes failure of Identifies  opportunities to improve
initial approach to achieve objective and performance by changing the goal or
tries a different one. personal behavior to reach the goal.

Supports changes imposed by others.



42. RESOLVES CONFLICT — Acknowledges and takes action to eliminate

ineffective/disruptive interpersonal relationships.

Level of Competency Required by Job:

Recognize that conflict is inappropriate in the workplace; ensure no
personal involvement in conflict or promptly seek elimination if such
involvement occurs. May try to avert conflict among co- workers or

Monitor staff for possible signs of arising conflict and, when

noted, immediately intervene to reconcile. Recognize when the
differing perspectives of different organizational units become
disruptive and address the issues with involved parties or

Level 1:

to eliminate it if it occurs.
Level 2:

management, as appropriate.
Level 3:

Recognize that the purposes/objectives of certain entities are
inherently at odds and approach interactions with them with
sensitivity and facilitates others’ doing so as well. Recognize the
debilitating nature of emergent conflict among organizational
segments and, when noted, immediately intervene to reconcile.

Examples of Behavioral Indicators:

e Recognizes when a conflict is emerging or has emerged.

Mentions the need to resolve conflict to other involved party(ies).

e Brings together parties in conflict and encourages them to resolve/ facilitates
resolution.

e Articulates the common objectives of conflicting entities.

e Enlists the participation of conflict resolution specialists when warranted

Performance Levels:

Satisfactory

Superior

Diffuses conflict at work. Uses other
means of addressing interpersonal
friction, disagreement, or competing
goals. Notes and seeks resolve of
conflict among others.

Recognizes interpersonal, intra-
organizational, and internal-external
organizational interactions  with
conflict potential, and seeks to avoid.
When signs of merging conflict noted,
immediately takes steps to eliminate.



51. PROGRAM RESPONSIBILITY — Directs all aspects of an ongoing multi-faceted

program/function to ensure resources are
continually available and actions are
continually taken at proper times to accomplish
its objectives.

Level of Competency Required by Job:

Level 1: Plan, coordinate, and direct the operation of a multi-faceted
program/function.

Level 2: Plan, coordinate, and direct the operation of a large-scale, multi-
faceted program/function or several smaller-scale programs/
functions.

Level 3: Plan, coordinate, and direct the operation of a very large-scale, multi-

faceted program/function or multiple programs/functions.

Examples of Behavioral Indicators:

Plans and directs the day-to-day and long-range operation of the
program(s)/function(s)

Secures necessary resources for successful performance.

Clearly designates roles/responsibilities/accountability.

Monitors the processes and products of the operation to ensure they meet
standard; makes adjustments when needed.

Addresses failure to perform or other problems in a timely and effective manner
to minimize negative impact.

Audits the processes and products of the operation to identify opportunities for
improvement.

Performance Levels:

Satisfactory Superior

Ensures sufficient staff and resources Continually seeks to improve the
are available to continually program/function to maximize
accomplish  objectives of the productivity and minimize use of
program/function. Directs staff and resources

establishes personal

responsibility/accountability.



55. COMMUNITY RELATIONS — Communicates/Interacts with members of the
public in a way that elicits positive response and
participation.

Level of Competency Required by Job:

Level 1:
immediate need.

Level 2:

Interact with members of the public, usually one-on-one, to meet their

Interact with several to many members of the public at a time to

present information, persuade, solicit input, and/or one-on-one in
varied situations, some of which may be likely to arouse hostility.

Level 3:

Interact with large segments of the community and/or

community leaders in varied situations, some of which involve

addressing sensitive issues or in which hostility may arise.

Examples of Behavioral Indicators:

e Speaks in a manner clearly understood by community members.

understanding.

Performance Levels:

Satisfactory

Listens carefully to concerns and
responds to all of them. Speaks in a
manner appropriate to the audience.
Maintains pleasant/positive demeanor.

Listens actively to what community representatives say and conveys

Responds fully and accurately to questions raised.

Effectively addresses the issues/resolves the situation at hand.
Achieves the desired objective of the interaction.

Obtains participation from community members.

Elicits a favorable reaction from members of the community.

Superior

Conveys information fully and responds
thoroughly to all concerns. Draws
community members into the interaction
if needed. Receives a positive response
from members of the community.
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