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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
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1.3.1
1.3.1.1
1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1

Demonstrating self-control
Maintain composure and keep emotions in check.
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
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1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3

Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
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1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1

Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
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2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3

Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
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2.4.2
Application
2.4.2.1
Apply basic scientific principles and technology to complete tasks.
2.5
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
2.5.1
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
2.5.1.1
and the nature of the information (e.g., technical or controversial).
2.5.1.2
Convey information clearly, correctly, and succinctly.
2.5.1.3
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
2.5.1.4
language and non-verbal expression as appropriate to the person’s culture.
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
2.5.1.5
workplace.
2.5.2
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
2.5.2.1
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
2.5.2.2
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
2.5.2.3
Sign Language, computers, etc. and responds appropriately.
2.5.2.4
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
2.5.2.5
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
2.5.2.6
sources of answers.
2.5.3
Observing carefully
2.5.3.1
Notice nonverbal cues and respond appropriately.
2.5.3.2
Attend to visual sources of information (e.g., video).
2.5.3.3
Ascertain relevant visual information and use appropriately.
2.5.4
Persuasion/Influence
2.5.4.1
Influence others.
2.5.4.2
Persuasively present thoughts and ideas.
2.5.4.3
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
2.6
conclusions.
2.6.1
Reasoning
2.6.1.1
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
2.6.1.2
Critically review, analyze, synthesize, compare, and interpret information.
2.6.1.3
Draw conclusions from relevant and/or missing information.
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2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
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3.1.1
3.1.1.1
3.1.1.2
3.1.1.3
3.1.1.4
3.1.1.5
3.1.2
3.1.2.1
3.1.2.2
3.1.2.3
3.1.2.4
3.1.2.5
3.1.3
3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5

Identifying team membership and role
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
Identify and draw upon team members’ strengths and weaknesses to achieve results.
Instruct others in learning new skills and learn from other team members.
Assist others who have less experience or have heavy workloads.
Encourage others to express their ideas and opinions.
Establishing productive relationships
Develop constructive and cooperative working relationships with others.
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, nonaccusatory manner.
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
objectives.
Meeting team objectives
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
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3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2

Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
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3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6

Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
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3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2

Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
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3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
3.8.4.4
3.9
3.9.1
3.9.1.1
3.9.1.2
3.9.1.3
3.9.2
3.9.2.1
3.9.2.2
3.9.3
3.9.3.1
3.9.3.2
3.9.3.3

Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
File data and documentation in accordance with organization’s requirements.
Business Fundamentals: Using information on basic business principles, trends, and economics.
Situational awareness
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
one’s own performance can have on the success of the organization.
Grasp the potential impact of the company’s well-being on employees.
Business ethics
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
property to appropriate personnel.
Market knowledge
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
maintain competitiveness.
Uphold the organization through building and maintaining customer relations.

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

3.9.3.4
4
4.1
4.1.1
4.1.2
4.1.3
4.1.4
4.1.5
4.1.6
4.2
4.2.1

Recognize major challenges faced by the organization and industry, and identify key strategies to
address challenges.

Tier 4: Ready to Work Cluster-Specific Competencies

Inclusiveness
Demonstrates respect for people and their differences.
Values the perspectives and contributions of all people.
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
programs.
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
Foster a healthy, productive, ethical, fair and affirming community.
Stress Management
Functions well under stress.

4.2.2

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.

4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6
4.3.7
4.3.8

Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.
Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3

Tier 5: Career Pathway Technical Competencies

Persistence is the ability to maintain purpose, effectiveness, and mission-focus in challenging situations.
Recognizes maladaptive coping behaviors and signs of chronic stress, secondary trauma, burnout, and
compassion fatigue in self and others.
Maintains appropriate boundaries with supervisees.
Plans proactively to anticipate supervision, investigation, and workload challenges.

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.1.10
5.1.11
5.1.12
5.1.13
5.1.14
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.2.6
5.2.7
5.2.8
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5

Establishes priorities that are consistent with the district’s mission.
Sets goals that are reasonable considering workload and identifies actions to move closer to achieving
established goals.
Maintains fluency in officer safety, use of force, and critical-incident protocols.
Reflects on past experiences to devise useful strategies for future challenges.
Seeks assistance from mental health and substance use treatment professionals when appropriate.
Consults mission-driven peers and mentors for support.
Responds to critical incidents in ways that are consistent with judiciary policy and office procedures
Maintains physical fitness and is physically capable of defending self if necessary.
Maintains optimism in challenging situations.
Communicates with colleagues, supervisors, and stakeholders about strategies for managing and
reducing stress.
Takes breaks and uses leave when appropriate.
Offender Management
Recognize the signs and symptoms of persons in crisis.
Appropriate use of force to make an arrest, or protect themselves or others from harm
Deescalates situations involving individuals in crisis or experiencing mental illness
Firm and Fair
Provides fair and equitable treatment based on constitutional protections
Protects individual rights of in-custody persons (e.g., duty of care may exist to provide or summon
medical assistance for subjects)
Follows the rules of search and seizure
Follows legal guidelines related to community notifications of sexual predators and other criminal
groups
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them

Tier 6: Occupation Specific Technical Competencies

Analytical Assessment - process of examining information to determine its accuracy, veracity, quality, and
value to the court.
Evaluates information for its accuracy, reliability, and relevance.
Organizes and presents information in a coherent way that is appropriate to the audience.
Identifies sources for collateral investigation.
Identifies and attributes the source of information in reports
Recognizes missing and unverified information.

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

6.1.6
6.1.7
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11
6.3.12
6.3.13
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7

Creates and executes a plan to obtain missing information.
Draws conclusions and crafts plans based on evaluation of available information.
Investigative Objectivity - Intervenes to stop inappropriate behavior by colleagues
Makes recommendations based on independent review of verified facts.
Avoids substance abuse
Reports sentencing recommendations with supporting justification grounded in relevant factors
Responses to violations and recommendations at revocation proceedings are calibrated to the violation
type and reflect consideration of the individual supervisee.
Avoids conflicts of interest
Always acts with professional integrity
Fulfills professional obligations
Considers the impact of supervision and sentencing recommendations on the community as well as the
supervisee.
Considers long-term implications of supervision and sentencing recommendations.
Calibrates supervision intensity to risk and needs.
Regularly reevaluates supervisee risk and needs.
Conducts release-based pretrial interviewing.
Writes presentence reports with an eye toward their multiple possible uses after sentencing.
Crafts pretrial recommendations, supervision plan, and presentence report with an eye toward
community reentry.
Incorporates reentry planning throughout the life of the case, including at the pretrial phase
Establishes supervisee goals on a case-by-case basis.
Adjusts supervision plan to accommodate new information.
Uses a deliberate interviewing structure to obtain useful information and guide change.
"Familiar with and proficient in the use of databases."
Leads supervisees to understand available options and the consequences of their decisions.
Role Awareness is the commitment to the deliberate, intentional performance of all pretrial services and
probation activities in a way that is consistent with the values of the system, the district, and the ethical
canons that apply to probation and pretrial services officers.
Understands the mission and function of probation and pretrial services within the larger criminal
justice system.
Recognizes the individual officer’s role in the organization and considers how that role impacts the
district and broader community.
Exhibits fluency in the ethical canons in the Code of Conduct for Judicial Employees.
Applies a systematic approach to investigation and supervision that is grounded in evidence-based
practice.
Considers ways to translate research into practice.
Reflects on performance.
Incorporates supervisor feedback into everyday practice.

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

6.4.8
6.4.9
6.4.10
6.4.11
6.4.12
6.4.13
6.4.14
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9
6.5.10
6.5.11
6.5.12
6.5.13
6.5.14
6.5.15

Communicates the goal of supervision clearly.
Recognizes the officer’s role in influencing supervisee behavior.
Demonstrates a belief in the possibility of change.
Engages in mission-driven decision making.
Communicates effectively across cultures.
Responds to the cultural needs of supervisees.
Demonstrates commitment to the equal administration of justice.
Successful Case Management is the practice of guiding supervisees toward successful pretrial and postconviction outcomes.
Applies concepts of risk, need, and responsivity throughout the supervision process.
Understands the applications and limitations of different risk assessment instruments
Competently assesses pretrial risk and post-conviction risk/needs.
Identifies specific drivers of dynamic risk factors and develops strategies to address them
Adjusts supervision plan to account for changes in circumstance.
Uses positive reinforcement, disapproval, and authority effectively.
Listens actively to supervisees and maintains empathetic patience.
Coaches supervisees to engage in problem solving and make pro-social decisions.
Anticipates potential obstacles to supervision and devises strategies to address them.
Responds to violations of release conditions quickly and proportionately with consideration for the
community as well as for the individual characteristics of the supervisee.
Clearly communicates officer role, expectations, supervision plan, court process, to supervisees.
Shows enthusiasm for positive change in supervisee behavior.
Responds to supervisee resistance with composure and resolve to guide change.
Endeavors to understand supervisee motivations.
Teaches skills for post-supervision success in the community.

6.5.16

Proactively plans for reentry by preserving positive community connections, preparing supervisees for
incarceration (when appropriate), and planning early for transition following a period of incarceration.

6.5.17

Crafts presentence reports that facilitate appropriate services while incarcerated and successful
transition to the community after a period of incarceration.

6.5.18

Leverage community resources/connections to promote successful reintegration and reduce recidivism

6.6
6.6.1
6.6.2
6.6.3
6.6.4

Workload Management is the delivery of high-quality performance on assigned tasks in a timely, efficient,
and complete manner.
Sets priorities based on circumstances, available information, and resources.
Allocates the time, effort, and resources necessary to complete tasks within statutory time
requirements.
Develops and adjusts schedule and work plan to manage caseload effectively.
Adjusts schedule and work plan to new information and changing priorities.

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

6.6.5
Submits timely and accurate reports.
6.6.6
Communicates with supervisor about needs related to workload complexity and case quantity.
6.6.7
Arranges for workload coverage when necessary in accordance with office policy.
6.6.8
Aligns workload priorities with the mission and values of the system and district.
6.6.9
Prioritizes tasks, allocates limited resources, and manages time by considering supervisee risk level.
6.6.10
Memorializes case activity in an accurate, timely, and complete manner.
6.6.11
Effectively uses technology to manage workload.
6.6.12
Delegates to others where appropriate.
6.6.13
Uses wellness strategies to manage case-related stress.
6.7
Court representation/advocacy
6.7.1
Conduct: observe court rules, procedures, and etiquette
6.7.2
Conferences: conduct pretrial conferences
6.7.3
Subpoenas: compel the attendance of witnesses
6.7.4
Evidence: offer and test evidence
6.8
Equipment & Resources
6.8.1
Experienced in the use of computer data sources
Effectively utilize available printed material, such as previous case files, telephone directories, and
6.8.2
reference books,
6.8.3
Utilize recording devices sufficient to accurately record information and/or collect evidence.
6.8.4
Operate surveillance equipment
Proper use of restraints, including handcuffs and plastic cuffs, to ensure safety of officer and
6.8.5
community
6.8.6
Ensure proper maintenance and functions of safety equipment and weapons
6.8.7
Ability to effectively discharge weapons, including chemical agents, tasers, and firearms
6.9
Evidence Handling
6.9.1
Ability to recognize and collect evidence
6.9.2
Utilize the proper techniques to ensure preservation and integrity of evidence
6.9.3
Packages evidence to prevent alteration/degradation
6.9.4
Maintains Chain of Custody
6.10
Individual Rights
Follows departmental policy and legal guidelines regarding the use of race and ethnicity to make
6.10.1
decisions
6.10.2
Knowledge of constitutional individual rights in investigation
6.10.3
Maintains constitutional rights during emergencies
6.11
Investigation Techniques
6.11.1
Develop an interview plan
6.11.2
Conduct a witness interview
Evaluate, analyze, and correlate interview information to determine if the information is corroborative
6.11.3
or conflictive in nature, and develop new investigative leads

Alabama Competency Model Probation Officers and Correctional Treatment
Specialists
Code

6.11.4
6.11.5
6.11.6
6.11.7
6.11.8
6.11.9
6.11.10
6.11.11
6.12
6.12.1
6.12.2
6.12.3
6.12.4
6.12.5
6.12.6
7
7.1
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Gather reports/records so that all gathered documents are appropriate to the investigation, complete
and authentic, and the chain of custody is maintained
Determine appropriate action
Prepare a written investigation report so that the report accurately reflects the investigative findings, is
concise, expresses the investigator’s opinion, and meets the needs or requirements of the intended
audience(s)
Participate in courtroom presentations
Testify and be cross-examined in a courtroom
Review all reports and documentation
Dress professionally
Follow recommended presentation practices during testimony
Legal Knowledge
Decisions/laws
Legal terminology
Subpoena, deposition
Court Testimony
Procedural Law
Search and seizure (4th Amendment)

Tier 7: Occupation Specific Requirements
Bachelor's degree

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Emergency Medical Technicians & Paramedics
ACCCP

Emergency & Fire Management Services

Code

Alabama Competency Model Emergency Medical Technicians and Paramedics

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Emergency Medical Technicians and Paramedics
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Emergency Medical Technicians and Paramedics
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Emergency Medical Technicians and Paramedics
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Emergency Medical Technicians and Paramedics
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
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Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
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Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Documentation
Write complete reports with clarity, conciseness and accuracy of expression
Use appropriate terminology to communicate with target audience
Complete documentation according to applicable policies, procedures and instructions
Avoid extraneous or non-professional information in documentation

5.1.5

Proof a finished document for errors, omissions, spelling and proper use ofabbreviations and acronyms

5.1.6
5.1.7
5.1.8

Avoid illegible, incomplete, or inaccurate documentation
Revise/Correct documentation properly
Evaluate documentation

5.1.9

Proof a finished document for errors, omissions, spelling and proper use of abbreviations and acronyms

5.1.10
5.1.11
5.1.12
5.1.13
5.1.14
5.1.15
5.1.16
5.1.17
5.1.18
5.1.19
5.1.20
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3

Review documentation for legibility, completeness, and accuracy
Revise/Correct documentation properly
Review documentation for applicable policies, procedures and instructions
Route documentation
Route documentation according to applicable policies, procedures and instructions to appropriate
personnel/department
Verify receipt of document
Follow-up as necessary
Document a reportable incident
Prepare and organize field notes
Utilize a localized record management system
Follow all applicable laws, policies and procedures
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Ethics and Professional Responsibility

Code

5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.3.9
5.3.10
5.3.11
5.3.12
5.3.13
5.3.14
5.3.15
5.3.16
5.3.17
5.3.18
5.3.19
5.3.20
5.3.21
5.3.22
5.3.23
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.4.9
5.4.10
5.4.11
5.4.12
5.4.13
5.4.14
5.4.15
5.4.16
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Adhere to ethics in advanced prehospital care
Define/distinguish between ethical and moral decisions
Identify the premise that should underlie the paramedic’s ethical decisions in out-of hospital care
Apply the relationship between the law and ethics
Allocate scarce resources based on appropriate criteria
Make prehospital resuscitation decision honoring issues and criteria surrounding advance directives in
your state
Understand the roles and responsibilities of the Paramedic
Maintain confidentiality
Apply the fundamental elements of critical decision making
Exhibit the attributes of a paramedic as a health-care professional
Consider the role of the paramedic relative to the safety of the crew, the patient and bystanders
Maintain readiness
Maintain paramedic license/certification
Dispose of biohazard materials following approved guidelines
Use Universal Precautions to control the spread of infection
Use appropriate supplies and equipment
Exhibit ethical behavior
Identify the types and elements of harassment
Identify what constitutes a conflict of interest
Understand and display the meaning of public trust
Identify the code of ethics for your organization
Recognize the value of diversity
Adhere to the accepted moral standards of the organization
Administration and Planning
Organizational Performance
Identify common organizational structures
Describe roles for emergency and non-emergency situations
Understand the relationships with outside organizations and their impact on operations
Apply short term, long term and strategic planning
Understand the relationships between the short term, long term and strategic planning
Explain the differences between short term, long term and strategic planning
Identify the various organizational roles involved in each type of planning
Prepare a news release according to agency guidelines
Identify communications objective
Gather key facts and data
Identify your primary audience
Follow agency public information policy
Communicate in a clear, concise manner, free of technical terminology
Represent agency in a positive manner
Follow agency policies and procedures

Code

5.4.17
5.4.18
5.4.19
5.4.20
5.4.21
5.4.22
5.4.23
5.4.24
5.4.25
5.4.26
5.4.27
5.4.28
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
5.5.8
5.5.9
5.5.10
5.5.11
5.5.12
5.5.13
5.5.14
5.5.15
5.5.16
5.5.17
5.5.18
5.5.19
5.6
5.6.1
5.6.2
5.6.3
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Evaluate fire service grading for your organization
Define fire service grading process
Develop a pre-incident plan with required elements, acquire approval and complete forms in
accordance with policies and procedures
Define the components of pre-incident planning
Conduct a facility survey using appropriate survey components
Prepare diagrams or sketches of a facility using standard map symbols to record the locations of items
of concern obtained from a pre-incident survey
Review plan with personnel
Discuss emergency response activities for pre-incident plan
Identify tactics that need to be reinforced or developed
Develop and conduct a post-incident analysis for a single or multiunit response
Complete approved forms in accordance with policies and procedures
Process forms in accordance with policies and procedures
Health and Well Being
Maintain health and well being
Understand the role of the paramedic relative to the safety of the crew, the patient and bystanders
Participate in health education activities related to illness and injury prevention
Maintain equipment
Use Universal Precautions to control the spread of infection
Identify health hazards and potential crime areas within the community
Use appropriate supplies and equipment
Follow infection control protocols (preventative and post exposure)
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
child safety seat, immunizations, etc)
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries
Apply organizational safety standards and regulations
Identify applicable health and safety standards and regulations
Identify the role of the health and safety officer
Identify individual responsibilities
Public Service
Inspect buildings, properties, smoke detectors, attend gatherings to ensure observance of safety.
Explore methods to address issues impeding customer service by utilizing available resources.
Recommend ways to improve customer service; outline change, describe impact, and outline
implementation.

Code
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5.6.4
Establish the example for peers to follow
5.6.5
Promotes outstanding customer serrvice by responding in a timely manner to requests and inquiries
6
Tier 6: Occupation Specific Technical Competencies
6.1
Patient Assessment
6.1.1
Evaluate the scene
6.1.2
Identify potential hazards
6.1.3
Determine need for additional help or assistance during the scene evaluation
6.1.4
Obtain patient complaint/history
6.1.5
Form general impression of the situation
6.1.6
Form a plan on the impression
6.1.7
Identify strategies to build rapport with patient/customers
6.1.8
Establish a relationship with customer
6.1.9
Choose appropriate techniques for taking patient complaint/history
6.1.10
Use appropriate questioning techniques
6.1.11
Assess initial patient status
6.1.12
Form general impression of the patient
6.1.13
Determine patient acuity
6.1.14
Interpret mental status of patient
6.1.15
Determine airway patency
6.1.16
Assess respiratory quality
6.1.17
Assess the patient for circulatory function
6.1.18
Perform focused and/or detailed assessment as warranted by patient presentation
6.1.19
Assess respiratory system
6.1.20
Assess cardiovascular system
6.1.21
Assess neurological system
6.1.22
Assess gastrointestinal system
6.1.23
Assess ears, eyes, nose and throat
6.1.24
Assess integumentary system
6.1.25
Assess musculoskeletal system
6.1.26
Assess reproductive system
6.1.27
Assess genitourinary system
6.1.28
Assess endocrine system
6.1.29
Assess psychiatric status
6.1.30
Maintain paramedic license/certification
6.1.31
Dispose of biohazard materials following approved guidelines
6.1.32
Use Universal Precautions to control the spread of infection
6.2
Paramedic Therapeutic Communication
6.2.1
ommunicate with public
6.2.2
Identify internal and external factors that can affect a patient interview conducted by a paramedic
6.2.3
Utilize nonverbal skills in patient interviewing

Code

6.2.4
6.2.5
6.2.6
6.2.7
6.2.8
6.2.9
6.2.10
6.2.11
6.2.12
6.2.13
6.2.14
6.2.15
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11
6.3.12
6.3.13
6.3.14
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.4.9
6.4.10
6.4.11
6.4.12

Alabama Competency Model Emergency Medical Technicians and Paramedics
Choose appropriate strategies when interviewing a patient who is unmotivated to talk, hostile or
uncooperative
Identify developmental concerns that influence patient interviewing (special needs patients)
Use age appropriate interviewing techniques
Apply appropriate interviewing techniques in cross-cultural communications
Perform communication with ancillary personnel
Obtain patient information from first responder
Articulate intentions for patient care
Delegate responsibilities to ancillary personnel
Identify factors that impede effective verbal communication
Use appropriate terminology when communicating based on target audience
Protect patient confidentiality
Utilize system protocol
Medical and Legal Issues
Apply legal aspects of advanced prehospital care
Differentiate legal, ethical, and moral responsibilities
Determine legal obligations
Report problems or conditions to the proper entity
Understand liability as it applies to emergency medical services
Understand necessity and the standards for maintaining patient confidentiality
Differentiate expressed, informed, implied, and involuntary consent
Obtain informed or implied consent
Apply medical aspects of advance prehospital care
Take Legal obligations into account when making medical decisions
Choose facilities to receive patients based on appropriate criteria
Apply the use of patient restraint in acceptable conditions according to protocol
Care for patient in accordance with advance directives
Complete approved forms in accordance with policies and procedures
Physiology
Recognize physiology
Understand, access & react to the function of the respiratory system
Understand, access & react to the function of the cardiovascular system
Understand, access & react to the function of the neurological system
Understand, access & react to the function of the gastrointestinal system
Understand, access & react to the function of the ears, eyes, nose and throat
Understand, access & react to the function of the integumentary system
Understand, access & react to the function of the musculoskeletal system
Understand, access & react to the function of the reproductive system
Understand, access & react to the function of the genitourinary system
Understand, access & react to the function of the endocrine system
Explain the principles of psychiatric disorders

Code

6.4.13
6.4.14
6.4.15
6.4.16
6.4.17
6.4.18
6.4.19
6.4.20
6.4.21
6.4.22
6.4.23
6.4.24
6.4.25
6.4.26
6.4.27
6.4.28
6.4.29
6.4.30
6.4.31
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9
6.5.10
6.5.11
6.5.12
6.5.13
6.5.14
6.5.15
6.5.16
6.5.17

Alabama Competency Model Emergency Medical Technicians and Paramedics
Explain the principles of pharmacodynamics
Explain the principles of pharmacokinetics
Provide treatment based on pathophysiology
Manage the respiratory system
Manage the cardiovascular system
Manage the neurological system
Manage the gastrointestinal system
Manage the ears, eyes, nose and throat
Manage the integumentary system
Manage the musculoskeletal system
Manage the reproductive system
Manage the genitourinary system
Manage the endocrine system
Manage the psychiatric patient
Identify most commonly used pharmacological agents in the management of the patient injury or
illness
Relate assessment findings associated with injuries to the appropriate pathophysiology process
Use appropriate equipment for patient care (such as ECG monitor, defibrillators, etc.)
Provide appropriate transportation
Utilize medical control as warranted
Operations
Understand & be able to use the communication system.
Describe components of the EMS dispatch system
Identify the role of the emergency medical dispatcher in a EMS event
Describe the relationship between the physician at the scene, the paramedic at the scene and the EMS
physician providing on-line medical direction
Understand emergency vehicle operations considerations
Identify, understand, and respond appropriately with regard to special considerations in EMS
operations
Understand, and respond appropriately to hazardous materials
Understand incident command
Identify, understand, and respond appropriately with regard to mass casualty
Identify, understand, and respond appropriately with regard toweapons of mass destruction
Identify, understand, and respond appropriately with regard torape management
Identify, understand, and respond appropriately with regard tocrime scenes
Identify, understand, and respond appropriately with regard torescue operations
Identify health hazards and potential crime areas within the community
Use appropriate supplies and equipment
Follow infection control protocols (preventative and post exposure)
Promote public health and well being

Code

6.5.18
6.5.19
6.5.20
6.5.21
6.5.22
6.5.23
7
7.1
7.2
7.3
7.4
7.5
7.6
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Alabama Competency Model Emergency Medical Technicians and Paramedics
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
child safety seat, immunizations, etc)
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries

Tier 7: Occupation Specific Requirements

Postsecondary nondegree award
Registered Paramedic
Registered Advanced Emergency Medical Technician (EMT)
Registered Intermediate Emergency Medical Technician (EMT)
Registered Emergency Medical Technician (EMT)
Certified EMS Officer I, II, III

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

First-Line Supervisors of Fire Fighting and
Prevention Workers
ACCCP

Emergency & Fire Management Services

Code

Alabama Competency Model Occupation Title

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Occupation Title
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Occupation Title
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Occupation Title
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Occupation Title
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Occupation Title
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Occupation Title
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Occupation Title
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1

Alabama Competency Model Occupation Title
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1

Alabama Competency Model Occupation Title
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3

Alabama Competency Model Occupation Title
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code

Alabama Competency Model Occupation Title

3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Documentation
Write complete reports with clarity, conciseness and accuracy of expression
Use appropriate terminology to communicate with target audience
Complete documentation according to applicable policies, procedures and instructions
Avoid extraneous or non-professional information in documentation

5.1.5

Proof a finished document for errors, omissions, spelling and proper use ofabbreviations and acronyms

5.1.6
5.1.7
5.1.8

Avoid illegible, incomplete, or inaccurate documentation
Revise/Correct documentation properly
Evaluate documentation

5.1.9

Proof a finished document for errors, omissions, spelling and proper use of abbreviations and acronyms

5.1.10
5.1.11
5.1.12
5.1.13
5.1.14
5.1.15
5.1.16
5.1.17
5.1.18
5.1.19
5.1.20
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3

Review documentation for legibility, completeness, and accuracy
Revise/Correct documentation properly
Review documentation for applicable policies, procedures and instructions
Route documentation
Route documentation according to applicable policies, procedures and instructions to appropriate
personnel/department
Verify receipt of document
Follow-up as necessary
Document a reportable incident
Prepare and organize field notes
Utilize a localized record management system
Follow all applicable laws, policies and procedures
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Ethics and Professional Responsibility

Code

5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.3.9
5.3.10
5.3.11
5.3.12
5.3.13
5.3.14
5.3.15
5.3.16
5.3.17
5.3.18
5.3.19
5.3.20
5.3.21
5.3.22
5.3.23
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.4.9
5.4.10
5.4.11
5.4.12
5.4.13
5.4.14
5.4.15
5.4.16
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Adhere to ethics in advanced prehospital care
Define/distinguish between ethical and moral decisions
Identify the premise that should underlie the paramedic’s ethical decisions in out-of hospital care
Apply the relationship between the law and ethics
Allocate scarce resources based on appropriate criteria
Make prehospital resuscitation decision honoring issues and criteria surrounding advance directives in
your state
Understand the roles and responsibilities of the Paramedic
Maintain confidentiality
Apply the fundamental elements of critical decision making
Exhibit the attributes of a paramedic as a health-care professional
Consider the role of the paramedic relative to the safety of the crew, the patient and bystanders
Maintain readiness
Maintain paramedic license/certification
Dispose of biohazard materials following approved guidelines
Use Universal Precautions to control the spread of infection
Use appropriate supplies and equipment
Exhibit ethical behavior
Identify the types and elements of harassment
Identify what constitutes a conflict of interest
Understand and display the meaning of public trust
Identify the code of ethics for your organization
Recognize the value of diversity
Adhere to the accepted moral standards of the organization
Administration and Planning
Organizational Performance
Identify common organizational structures
Describe roles for emergency and non-emergency situations
Understand the relationships with outside organizations and their impact on operations
Apply short term, long term and strategic planning
Understand the relationships between the short term, long term and strategic planning
Explain the differences between short term, long term and strategic planning
Identify the various organizational roles involved in each type of planning
Prepare a news release according to agency guidelines
Identify communications objective
Gather key facts and data
Identify your primary audience
Follow agency public information policy
Communicate in a clear, concise manner, free of technical terminology
Represent agency in a positive manner
Follow agency policies and procedures

Code

5.4.17
5.4.18
5.4.19
5.4.20
5.4.21
5.4.22
5.4.23
5.4.24
5.4.25
5.4.26
5.4.27
5.4.28
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
5.5.8
5.5.9
5.5.10
5.5.11
5.5.12
5.5.13
5.5.14
5.5.15
5.5.16
5.5.17
5.5.18
5.5.19
5.6
5.6.1
5.6.2
5.6.3
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Evaluate fire service grading for your organization
Define fire service grading process
Develop a pre-incident plan with required elements, acquire approval and complete forms in
accordance with policies and procedures
Define the components of pre-incident planning
Conduct a facility survey using appropriate survey components
Prepare diagrams or sketches of a facility using standard map symbols to record the locations of items
of concern obtained from a pre-incident survey
Review plan with personnel
Discuss emergency response activities for pre-incident plan
Identify tactics that need to be reinforced or developed
Develop and conduct a post-incident analysis for a single or multiunit response
Complete approved forms in accordance with policies and procedures
Process forms in accordance with policies and procedures
Health and Well Being
Maintain health and well being
Understand the role of the paramedic relative to the safety of the crew, the patient and bystanders
Participate in health education activities related to illness and injury prevention
Maintain equipment
Use Universal Precautions to control the spread of infection
Identify health hazards and potential crime areas within the community
Use appropriate supplies and equipment
Follow infection control protocols (preventative and post exposure)
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
child safety seat, immunizations, etc)
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries
Apply organizational safety standards and regulations
Identify applicable health and safety standards and regulations
Identify the role of the health and safety officer
Identify individual responsibilities
Public Service
Inspect buildings, properties, smoke detectors, attend gatherings to ensure observance of safety.
Explore methods to address issues impeding customer service by utilizing available resources.
Recommend ways to improve customer service; outline change, describe impact, and outline
implementation.

Code

5.6.4
5.6.5
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.1.9
6.1.10
6.1.11
6.1.12
6.1.13
6.1.14
6.1.15
6.1.16

6.1.17

6.1.18
6.1.19
6.1.20
6.1.21
6.1.22
6.1.23

Alabama Competency Model Occupation Title
Establish the example for peers to follow
Promotes outstanding customer serrvice by responding in a timely manner to requests and inquiries

Tier 6: Occupation Specific Technical Competencies

Codes and Inspections
Apply provisions of local building and fire prevention codes to fire prevention inspections
Define requirements for conducting fire prevention inspections
Identify the correct code, standard, or policy, including edition, and correctly interpret
Apply the adopted codes, standards, and referenced documents
Recognize the need for a permit so that requirements for permits are communicated in accordance
with the policies of the jurisdiction
Identify the authorities and conditions giving fire service personnel the right to enter a property and
perform fire prevention inspections
Perform a complete fire prevention inspection following policies and procedures
Identify fire load as set forth by NFPA 101, Life Safety Code Handbook
Utilize a fire incident reporting system (i.e., NFIRS)
Identify and define causes and prevention of fires and typical fire hazards in and around a structure
Identify the fire hazards commonly found in manufacturing, commercial, residential, and public
assembly occupancies
Define requirements covering the proper storage and use of flammable liquids and gases
Recognize hazardous conditions involving equipment, processes, and operations
Determine the operational readiness of existing fire detection and alarm systems
Determine the operational readiness of existing portable fire extinguishers
Inspect means of egress elements, given observations made during a field inspection of an existing
building, so that means of egress elements are maintained in compliance with applicable codes and
standards and all deficiencies are identified, documented, and reported in accordance with the policies
of the jurisdiction
Determine the operational readiness of existing fixed fire suppression systems, given test
documentation and field observations, so that the systems are in an operational state, maintenance is
documented, and all deficiencies are identified, documented, and reported in accordance with the
policies of the jurisdiction
Inspect emergency access for an existing site, given field observations, so that the required access for
emergency responders is maintained or so that deficiencies are identified, documented, and corrected
in accordance with the applicable codes, standards, and policies of the jurisdiction
Document inspections using Records Management Systems (RMS) per policies and procedures
Identify allowable occupancy load based on construction and occupancy classifications according to
applicable codes and standards
Verify the type of construction for an addition or remodeling project, given field observations or a
description of the project and the materials being used, so that the construction type is classified and
recorded in accordance with the applicable codes and standards and the policies of the jurisdiction
Verify a change in occupancy load based on occupancy type
Apply fire prevention and code enforcement of hazardous materials storage

Code

6.1.24
6.1.25
6.1.26
6.1.27
6.1.28
6.1.29
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.2.8
6.2.9
6.2.10
6.2.11
6.2.12
6.2.13
6.2.14
6.2.15
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11
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Describe fire inspection practices and procedures including hazard recognition and correction
Verify code compliance for incidental storage, handling, and use of flammable and combustible liquids
and gases
Identify and interpret the appropriate standards for the installation, inspection, testing and
maintenance of fire sprinkler systems
Review and approve the plan submitted for the fire sprinkler systems
Describe fire inspection practices and procedures including hazard recognition and correction
Follow the EMT Code of Ethics
Fire Protection Systems
Evaluate fire protection systems and their limitations
Describe the types and characteristics of systems, standpipe systems and special extinguishing systems
Describe the types, operations, capabilities and the effects of proper application of "special agent" fire
extinguishing systems
Identify alarm-initiating devices
Describe the operating characteristics of protective signaling systems and how these systems are used
to control and support other fire protection systems
Identify water supply sprinkler pumps
Describe Heating Ventilation and Air Conditioning (HVAC) system components and their relation to
smoke and fire spread
Describe the hazards of smoke
List factors that can influence smoke movement in a building
Describe water supply system components and their relation to fire protection systems
Describe the basic elements of a public water supply system
Identify sources, distribution networks, piping and hydrants
Identify the principles of forces that affect water at rest and in motion
Analyze community fire flow criteria
Apply mathematics and physics to the movement of water in fire suppression activities
Fireground Strategy and Tactics
Identify fire development
Define fire theory
Identify the process of combustion
Identify heat energy sources
Describe methods of heat transfer
Identify special conditions that occur during a fire’s growth
Identify the stages of a compartment fire
Identify the factors affecting structural fire spread
Describe the relationship of flashover to room volume and ceiling height and location of fire in the
compartment
Identify and describe locations of fire patterns
Identify extinguishment techniques

Code

6.3.12
6.3.13
6.3.14
6.3.15
6.3.16
6.3.17
6.3.18
6.3.19
6.3.20
6.3.21
6.3.22
6.3.23
6.3.24
6.3.25
6.3.26
6.3.27
6.3.28
6.3.29
6.3.30
6.3.31
6.3.32
6.3.33
6.3.34
6.3.35
6.3.36
6.3.37
6.3.38
6.3.39
6.3.40
6.3.41
6.3.42
6.3.43
6.3.44
6.3.45
6.3.46
6.3.47
6.3.48
6.3.49
6.3.50
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Identify the effects of fire and fire suppression activities on common burning materials
Identify various types of building construction and hazards inherent with each type
Define basic building construction terms and types
Describe lightweight and truss construction hazards
Describe the different methods of frame construction and the fire protection concerns associated with
each (i.e., balloon, fire stops, etc.)
Describe the basic types of building construction and the general fire behavior expected with each type
of construction
Identify signs of building collapse
Explain fire spread dangers with different types of construction
Identify fire spread characteristics of interior finishes
Identify the different types of walls/partitions and their characteristics as related to fire spread
Identify the construction assemblies and their characteristics as related to fire spread
Implement an Incident Command System (ICS) using NIMS
Identify the functional components within the NIMS
Evaluate an emergency scene
Expand ICS system as needed by the incident
Assess situations indicating the necessity for transferring command
Identify necessary communication information required of the incident commander
Identify emergency terminology
Implement fire ground strategy and tactics
Describe the size up process
Define difference between flashover and backdraft
Utilize risk management techniques
Identify modes of operation
List tactical objectives associated with modes of operation
Identify the various types of apparatus for a specific tactical assignments
Explain the fire risk analysis
Implement fire ground safety procedures
Comply with two in two out rule (CFR 1910.134, etc.)
Ensure protective equipment is properly utilized
Assign an incident safety officer
Evaluate need for a rapid intervention team(s) (RIT)
Practice proper ventilation
Assess the need for ventilation
Determine type of ventilation for a given situation
Explain advantages and disadvantages of ventilation methods
Decide where ventilation is needed
Decide how ventilation should be accomplished
Describe the proper use of ventilation tools and equipment
Perform rescue operations

Code

6.3.51
6.3.52
6.3.53
6.3.54
6.3.55
6.3.56
6.3.57
6.3.58
6.3.59
6.3.60
6.3.61
6.3.62
6.3.63
6.3.64
6.3.65
6.3.66
6.3.67
6.3.68
6.3.69
6.3.70
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.4.9
6.4.10
6.4.11
6.4.12
6.4.13
6.4.14
6.4.15
6.4.16
6.4.17
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Describe primary and secondary search procedures under fire conditions
Explain the removal of injured persons from hazardous environments
Confine and extinguish fire
Explain the principles of fire extinguishment
Describe the methods of fire extinguishment
Identify various hoses, nozzles and other equipment used during fire extinguishment
Perform salvage and overhaul operations
Explain the principles of salvage and overhaul operations
Describe the methods of salvage and overhaul operations
Identify various equipment used to perform effective salvage and overhaul
Identify water supply, apparatus placement and exposure protection
Identify the NFPA hydrant color code
Identify various water sources available in typical communities
Identify the apparatus, equipment, and appliances required to provide water at rural locations by relay
pumping or water shuttle
Apply mathematics and physics to the movement of water in fire suppression
Apply strategies and tactics appropriate to low-rise and high-rise structures
Identify the unique hazards to each structure
Identify resource needs for a given structure
Utilize the building systems effectively (elevators, protected stairways, communication systems, etc.)
Identify low/high-rise firefighting tactics
Investigation Techniques
Follow laws relating to the reporting of arson statutes
Identify general laws related to the criminal prosecution of fire related crimes
Identify the basic reasons for civil litigation as it pertains to fire investigation
Secure the general area of origin to protect evidence and restrict access
Locate general area of origin
Mark items of potential evidence
Place scene restriction marking devices around the area of origin and/or potential evidence items
Preserve evidence
Prevent unauthorized entry
Conduct a 360-degree survey of the scene
Identify/Mark entry and or exit points, items of potential evidence, and post fire indicators
Describe the building construction and condition
Document observations of the effects of fire suppression
Document observations of the effects of fire on fire behavior and spread, evidence preservation
methods and burn patterns
Determine the origin and cause of a fire
Examine and remove fire debris from a scene wearing appropriate protective clothing
Check all of the debris and the surrounding area for fire cause evidence, including evidence of an
explosion

Code

6.4.18
6.4.19
6.4.20
6.4.21
6.4.22
6.4.23
6.4.24
6.4.25
6.4.26
6.4.27
6.4.28
6.4.29
6.4.30
6.4.31
6.4.32
6.4.33
6.4.34
6.4.35

6.4.36
6.4.37
6.4.38
6.4.39
6.4.40
6.4.41
6.4.42
6.4.43
6.4.44
6.4.45
6.4.46
6.4.47
6.4.48
6.4.49
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Identify the ignition source(s)
Preserve all evidence properly
Manage physical evidence collection
Locate, collect, and package evidence
Maintain proper handling and preservation of evidence
Maintain a chain of custody
Dispose of evidence in a timely and safe manner and document the disposal of evidence
Utilize proper procedures for managing victims and fatalities so that all evidence is discovered and
preserved and the protocol procedures are followed
Select evidence for analysis given all information from the investigation, so that items for analysis
support specific investigation needs
Organize relevant information
Collect statements
Develop an interview plan
Conduct a witness interview
Evaluate, analyze, and correlate interview information to determine if the information is corroborative
or conflictive in nature, and develop new investigative leads
Gather reports/records so that all gathered documents are appropriate to the investigation, complete
and authentic, and the chain of custody is maintained
Determine appropriate action
Establish motive and/or opportunity of an incendiary fire through the use of prudent and complete
investigation files, determining if the evidence meets legal requirements
Formulate an opinion of the person(s) and/or product(s) responsible for the fire, given all investigative
findings, so that the opinion regarding responsibility for a fire is supported by the records, reports,
documents, and evidence
Prepare a written investigation report so that the report accurately reflects the investigative findings, is
concise, expresses the investigator’s opinion, and meets the needs or requirements of the intended
audience(s)
Participate in courtroom presentations
Testify and be cross-examined in a courtroom
Review all reports and documentation
Dress professionally
Follow recommended presentation practices during testimony
Initiate action on a community need, given policies and procedures, so that the need is addressed
Communicate with the members of the community to address the need
Identify your organization’s current grading
Analyze the deficiencies in the grading
Implement plan for improvement of the deficiencies
Identify all required critical elements
Evaluate overall skill performance during the incident
Communicate results of analysis

Code

Alabama Competency Model Occupation Title

6.4.50
Complete approved forms in accordance with policies and procedures
6.5
Hazardous Materials
6.5.1
Apply regulations and standards as it relates to hazardous materials
6.5.2
Identify the federal, state and local regulations that apply to hazardous materials
6.5.3
Identify national standards that apply to hazardous materials (i.e., NFPA 47, 472, 473, etc.)
6.5.4
Select appropriate personal protective equipment as related to hazardous materials response
6.5.5
Establish an incident command at a hazardous materials incident
6.5.6
Recognize and identify hazardous materials labels and placards
6.5.7
Identify chemical components of hazardous materials
6.5.8
Identify the DOT hazardous materials classes
Identify typical occupancies in a community or facility where hazardous materials may be
6.5.9
manufactured, transported, stored, used, or disposed of
Identify the types of specialized marking systems found at fixed facilities and on modes of
6.5.10
transportation that indicate hazardous materials
6.5.11
Apply safety principles applicable to hazardous materials response
6.5.12
Describe the ways hazardous materials could cause harm
6.5.13
Identify the general routes of entry for human exposure to hazardous materials
Identify the precautions necessary when rendering emergency medical care to victims of hazardous
6.5.14
materials incidents
6.5.15
Identify typical ignition sources found at the scene of hazardous materials incidents
Understand chemical reactions of hazardous materials in contact with water and/or other hazardous
6.5.16
materials
6.5.17
Estimate community risk when exposed to various hazardous materials
6.5.18
Follow process of emergency decontamination
6.5.19
Develop training on applicable health and safety standards and regulations
6.6
Operations
6.6.1
Use appropriate supplies and equipment
6.6.2
Follow infection control protocols (preventative and post exposure)
6.6.3
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
6.6.4
child safety seat, immunizations, etc)
6.6.5
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
6.6.6
environmental parameters that should be inspected
6.6.7
Identify the injury and illness prevention programs that promote safety for all age populations.
6.6.8
Intervene in a preventive manner in appropriate patient situations
6.6.9
Apply the epidemiological principles to develop prevention strategies for all injuries
7
Tier 7: Occupation Specific Requirements
7.1
Postsecondary nondegree award
8
Tier 8: Management Competencies

Code

8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Alabama Competency Model Occupation Title
Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Police, Fire, & Ambulance Dispatchers
ACCCP

Emergency & Fire Management Services

Code

Alabama Competency Model Police, Fire, and Ambulance Dispatchers

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1

Alabama Competency Model Police, Fire, and Ambulance Dispatchers
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Documentation
Write complete reports with clarity, conciseness and accuracy of expression
Use appropriate terminology to communicate with target audience
Complete documentation according to applicable policies, procedures and instructions
Avoid extraneous or non-professional information in documentation

5.1.5

Proof a finished document for errors, omissions, spelling and proper use ofabbreviations and acronyms

5.1.6
5.1.7
5.1.8

Avoid illegible, incomplete, or inaccurate documentation
Revise/Correct documentation properly
Evaluate documentation

5.1.9

Proof a finished document for errors, omissions, spelling and proper use of abbreviations and acronyms

5.1.10
5.1.11
5.1.12
5.1.13
5.1.14
5.1.15
5.1.16
5.1.17
5.1.18
5.1.19
5.1.20
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3

Review documentation for legibility, completeness, and accuracy
Revise/Correct documentation properly
Review documentation for applicable policies, procedures and instructions
Route documentation
Route documentation according to applicable policies, procedures and instructions to appropriate
personnel/department
Verify receipt of document
Follow-up as necessary
Document a reportable incident
Prepare and organize field notes
Utilize a localized record management system
Follow all applicable laws, policies and procedures
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Ethics and Professional Responsibility

Code

5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.3.9
5.3.10
5.3.11
5.3.12
5.3.13
5.3.14
5.3.15
5.3.16
5.3.17
5.3.18
5.3.19
5.3.20
5.3.21
5.3.22
5.3.23
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.4.9
5.4.10
5.4.11
5.4.12
5.4.13
5.4.14
5.4.15
5.4.16
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Adhere to ethics in advanced prehospital care
Define/distinguish between ethical and moral decisions
Identify the premise that should underlie the paramedic’s ethical decisions in out-of hospital care
Apply the relationship between the law and ethics
Allocate scarce resources based on appropriate criteria
Make prehospital resuscitation decision honoring issues and criteria surrounding advance directives in
your state
Understand the roles and responsibilities of the Paramedic
Maintain confidentiality
Apply the fundamental elements of critical decision making
Exhibit the attributes of a paramedic as a health-care professional
Consider the role of the paramedic relative to the safety of the crew, the patient and bystanders
Maintain readiness
Maintain paramedic license/certification
Dispose of biohazard materials following approved guidelines
Use Universal Precautions to control the spread of infection
Use appropriate supplies and equipment
Exhibit ethical behavior
Identify the types and elements of harassment
Identify what constitutes a conflict of interest
Understand and display the meaning of public trust
Identify the code of ethics for your organization
Recognize the value of diversity
Adhere to the accepted moral standards of the organization
Administration and Planning
Organizational Performance
Identify common organizational structures
Describe roles for emergency and non-emergency situations
Understand the relationships with outside organizations and their impact on operations
Apply short term, long term and strategic planning
Understand the relationships between the short term, long term and strategic planning
Explain the differences between short term, long term and strategic planning
Identify the various organizational roles involved in each type of planning
Prepare a news release according to agency guidelines
Identify communications objective
Gather key facts and data
Identify your primary audience
Follow agency public information policy
Communicate in a clear, concise manner, free of technical terminology
Represent agency in a positive manner
Follow agency policies and procedures

Code

5.4.17
5.4.18
5.4.19
5.4.20
5.4.21
5.4.22
5.4.23
5.4.24
5.4.25
5.4.26
5.4.27
5.4.28
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
5.5.8
5.5.9
5.5.10
5.5.11
5.5.12
5.5.13
5.5.14
5.5.15
5.5.16
5.5.17
5.5.18
5.5.19
5.6
5.6.1
5.6.2
5.6.3
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Evaluate fire service grading for your organization
Define fire service grading process
Develop a pre-incident plan with required elements, acquire approval and complete forms in
accordance with policies and procedures
Define the components of pre-incident planning
Conduct a facility survey using appropriate survey components
Prepare diagrams or sketches of a facility using standard map symbols to record the locations of items
of concern obtained from a pre-incident survey
Review plan with personnel
Discuss emergency response activities for pre-incident plan
Identify tactics that need to be reinforced or developed
Develop and conduct a post-incident analysis for a single or multiunit response
Complete approved forms in accordance with policies and procedures
Process forms in accordance with policies and procedures
Health and Well Being
Maintain health and well being
Understand the role of the paramedic relative to the safety of the crew, the patient and bystanders
Participate in health education activities related to illness and injury prevention
Maintain equipment
Use Universal Precautions to control the spread of infection
Identify health hazards and potential crime areas within the community
Use appropriate supplies and equipment
Follow infection control protocols (preventative and post exposure)
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
child safety seat, immunizations, etc)
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries
Apply organizational safety standards and regulations
Identify applicable health and safety standards and regulations
Identify the role of the health and safety officer
Identify individual responsibilities
Public Service
Inspect buildings, properties, smoke detectors, attend gatherings to ensure observance of safety.
Explore methods to address issues impeding customer service by utilizing available resources.
Recommend ways to improve customer service; outline change, describe impact, and outline
implementation.

Code

5.6.4
5.6.5
6
6.1
6.1.1
6.1.2
6.2
6.2.1
6.2.2
6.3
6.3.1
6.3.2
6.3.3
6.4
6.4.1
6.4.2
6.5
6.5.1
6.5.2
7
7.1
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2
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Establish the example for peers to follow
Promotes outstanding customer serrvice by responding in a timely manner to requests and inquiries

Tier 6: Occupation Specific Technical Competencies

Answer Phones
Receive incoming telephone or alarm system calls regarding emergency and non-emergency police and
fire service, emergency ambulance service, information, and after-hours calls for departments within a
city.
Answer routine inquiries, and refer calls not requiring dispatches to appropriate departments and
agencies.
Monitor Alarms
Observe alarm registers and scan maps to determine whether a specific emergency is in the dispatch
service area.
Monitor alarm systems to detect emergencies, such as fires and illegal entry into establishments.
Enter Data & Search Databases
Enter, update, and retrieve information from teletype networks and computerized data systems
regarding such things as wanted persons, stolen property, vehicle registration, and stolen vehicles.
Search files, databases or reference materials to obtain needed information.
Scan status charts and computer screens, and contact emergency response field units to determine
emergency units available for dispatch.
Coordinate Respondents
Determine response requirements and relative priorities of situations, and dispatch units in accordance
with established procedures.
Relay information and messages to and from emergency sites, to law enforcement agencies, and to all
other individuals or groups requiring notification.
Operate Communication Equipment
Monitor various radio frequencies such as those used by public works departments, school security,
and civil defense to keep apprised of developing situations.
Test and adjust communication and alarm systems, and report malfunctions to maintenance units.

Tier 7: Occupation Specific Requirements
High school diploma or equivalent

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Firefighters
ACCCP

Emergency & Fire Management Services

Code
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2
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Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
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Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
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Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
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Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
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Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
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Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code

Alabama Competency Model Firefighters

3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Documentation
Write complete reports with clarity, conciseness and accuracy of expression
Use appropriate terminology to communicate with target audience
Complete documentation according to applicable policies, procedures and instructions
Avoid extraneous or non-professional information in documentation

5.1.5

Proof a finished document for errors, omissions, spelling and proper use ofabbreviations and acronyms

5.1.6
5.1.7
5.1.8

Avoid illegible, incomplete, or inaccurate documentation
Revise/Correct documentation properly
Evaluate documentation

5.1.9

Proof a finished document for errors, omissions, spelling and proper use of abbreviations and acronyms

5.1.10
5.1.11
5.1.12
5.1.13
5.1.14
5.1.15
5.1.16
5.1.17
5.1.18
5.1.19
5.1.20
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3

Review documentation for legibility, completeness, and accuracy
Revise/Correct documentation properly
Review documentation for applicable policies, procedures and instructions
Route documentation
Route documentation according to applicable policies, procedures and instructions to appropriate
personnel/department
Verify receipt of document
Follow-up as necessary
Document a reportable incident
Prepare and organize field notes
Utilize a localized record management system
Follow all applicable laws, policies and procedures
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Ethics and Professional Responsibility

Code

5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.3.9
5.3.10
5.3.11
5.3.12
5.3.13
5.3.14
5.3.15
5.3.16
5.3.17
5.3.18
5.3.19
5.3.20
5.3.21
5.3.22
5.3.23
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
5.4.6
5.4.7
5.4.8
5.4.9
5.4.10
5.4.11
5.4.12
5.4.13
5.4.14
5.4.15
5.4.16
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Adhere to ethics in advanced prehospital care
Define/distinguish between ethical and moral decisions
Identify the premise that should underlie the paramedic’s ethical decisions in out-of hospital care
Apply the relationship between the law and ethics
Allocate scarce resources based on appropriate criteria
Make prehospital resuscitation decision honoring issues and criteria surrounding advance directives in
your state
Understand the roles and responsibilities of the Paramedic
Maintain confidentiality
Apply the fundamental elements of critical decision making
Exhibit the attributes of a paramedic as a health-care professional
Consider the role of the paramedic relative to the safety of the crew, the patient and bystanders
Maintain readiness
Maintain paramedic license/certification
Dispose of biohazard materials following approved guidelines
Use Universal Precautions to control the spread of infection
Use appropriate supplies and equipment
Exhibit ethical behavior
Identify the types and elements of harassment
Identify what constitutes a conflict of interest
Understand and display the meaning of public trust
Identify the code of ethics for your organization
Recognize the value of diversity
Adhere to the accepted moral standards of the organization
Administration and Planning
Organizational Performance
Identify common organizational structures
Describe roles for emergency and non-emergency situations
Understand the relationships with outside organizations and their impact on operations
Apply short term, long term and strategic planning
Understand the relationships between the short term, long term and strategic planning
Explain the differences between short term, long term and strategic planning
Identify the various organizational roles involved in each type of planning
Prepare a news release according to agency guidelines
Identify communications objective
Gather key facts and data
Identify your primary audience
Follow agency public information policy
Communicate in a clear, concise manner, free of technical terminology
Represent agency in a positive manner
Follow agency policies and procedures

Code

5.4.17
5.4.18
5.4.19
5.4.20
5.4.21
5.4.22
5.4.23
5.4.24
5.4.25
5.4.26
5.4.27
5.4.28
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
5.5.8
5.5.9
5.5.10
5.5.11
5.5.12
5.5.13
5.5.14
5.5.15
5.5.16
5.5.17
5.5.18
5.5.19
5.6
5.6.1
5.6.2
5.6.3

Alabama Competency Model Firefighters
Evaluate fire service grading for your organization
Define fire service grading process
Develop a pre-incident plan with required elements, acquire approval and complete forms in
accordance with policies and procedures
Define the components of pre-incident planning
Conduct a facility survey using appropriate survey components
Prepare diagrams or sketches of a facility using standard map symbols to record the locations of items
of concern obtained from a pre-incident survey
Review plan with personnel
Discuss emergency response activities for pre-incident plan
Identify tactics that need to be reinforced or developed
Develop and conduct a post-incident analysis for a single or multiunit response
Complete approved forms in accordance with policies and procedures
Process forms in accordance with policies and procedures
Health and Well Being
Maintain health and well being
Understand the role of the paramedic relative to the safety of the crew, the patient and bystanders
Participate in health education activities related to illness and injury prevention
Maintain equipment
Use Universal Precautions to control the spread of infection
Identify health hazards and potential crime areas within the community
Use appropriate supplies and equipment
Follow infection control protocols (preventative and post exposure)
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
child safety seat, immunizations, etc)
Identify local municipal and community resources available for physical, socioeconomic crises
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries
Apply organizational safety standards and regulations
Identify applicable health and safety standards and regulations
Identify the role of the health and safety officer
Identify individual responsibilities
Public Service
Inspect buildings, properties, smoke detectors, attend gatherings to ensure observance of safety.
Explore methods to address issues impeding customer service by utilizing available resources.
Recommend ways to improve customer service; outline change, describe impact, and outline
implementation.

Code

5.6.4
5.6.5
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.2.8
6.2.9
6.2.10
6.2.11
6.2.12
6.2.13
6.2.14
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
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Establish the example for peers to follow
Promotes outstanding customer serrvice by responding in a timely manner to requests and inquiries

Tier 6: Occupation Specific Technical Competencies

Codes and Inspections
Perform a complete fire prevention inspection following policies and procedures
Identify and define causes and prevention of fires and typical fire hazards in and around a structure
Identify the fire hazards commonly found in manufacturing, commercial, residential, and public
assembly occupancies
Recognize hazardous conditions involving equipment, processes, and operations
Determine the operational readiness of existing portable fire extinguishers
Describe fire inspection practices and procedures including hazard recognition and correction
Follow the EMT Code of Ethics
Complete approved forms in accordance with policies and procedures
Fire Protection Systems
Evaluate fire protection systems and their limitations
Describe the types and characteristics of systems, standpipe systems and special extinguishing systems
Describe the types, operations, capabilities and the effects of proper application of "special agent" fire
extinguishing systems
Identify alarm-initiating devices
Describe the operating characteristics of protective signaling systems and how these systems are used
to control and support other fire protection systems
Identify water supply sprinkler pumps
Describe Heating Ventilation and Air Conditioning (HVAC) system components and their relation to
smoke and fire spread
Describe the hazards of smoke
List factors that can influence smoke movement in a building
Describe water supply system components and their relation to fire protection systems
Describe the basic elements of a public water supply system
Identify sources, distribution networks, piping and hydrants
Identify the principles of forces that affect water at rest and in motion
Analyze community fire flow criteria
Fireground Strategy and Tactics
Identify fire development
Define fire theory
Identify the process of combustion
Identify heat energy sources
Describe methods of heat transfer
Identify special conditions that occur during a fire’s growth
Identify the stages of a compartment fire
Identify the factors affecting structural fire spread

Code

6.3.9
6.3.10
6.3.11
6.3.12
6.3.13
6.3.14
6.3.15
6.3.16
6.3.17
6.3.18
6.3.19
6.3.20
6.3.21
6.3.22
6.3.23
6.3.24
6.3.25
6.3.26
6.3.27
6.3.28
6.3.29
6.3.30
6.3.31
6.3.32
6.3.33
6.3.34
6.3.35
6.3.36
6.3.37
6.3.38
6.3.39
6.3.40
6.3.41
6.3.42
6.3.43
6.3.44
6.3.45
6.3.46

Alabama Competency Model Firefighters
Describe the relationship of flashover to room volume and ceiling height and location of fire in the
compartment
Identify and describe locations of fire patterns
Identify extinguishment techniques
Identify the effects of fire and fire suppression activities on common burning materials
Identify various types of building construction and hazards inherent with each type
Define basic building construction terms and types
Describe lightweight and truss construction hazards
Describe the different methods of frame construction and the fire protection concerns associated with
each (i.e., balloon, fire stops, etc.)
Describe the basic types of building construction and the general fire behavior expected with each type
of construction
Explain the fire risk analysis
Identify signs of building collapse
Explain fire spread dangers with different types of construction
Identify fire spread characteristics of interior finishes
Identify the different types of walls/partitions and their characteristics as related to fire spread
Identify the construction assemblies and their characteristics as related to fire spread
Implement an Incident Command System (ICS) using NIMS
Identify the functional components within the NIMS
Evaluate an emergency scene
Expand ICS system as needed by the incident
Assess situations indicating the necessity for transferring command
Identify necessary communication information required of the incident commander
Identify emergency terminology
Implement fire ground strategy and tactics
Describe the size up process
Define difference between flashover and backdraft
Utilize risk management techniques
Identify modes of operation
List tactical objectives associated with modes of operation
Identify the various types of apparatus for a specific tactical assignments
Implement fire ground safety procedures
Comply with two in two out rule (CFR 1910.134, etc.)
Ensure protective equipment is properly utilized
Assign an incident safety officer
Evaluate need for a rapid intervention team(s) (RIT)
Practice proper ventilation
Assess the need for ventilation
Determine type of ventilation for a given situation
Explain advantages and disadvantages of ventilation methods

Code

6.3.47
6.3.48
6.3.49
6.3.50
6.3.51
6.3.52
6.3.53
6.3.54
6.3.55
6.3.56
6.3.57
6.3.58
6.3.59
6.3.60
6.3.61
6.3.62
6.3.63
6.3.64
6.3.65
6.3.66
6.3.67
6.3.68
6.3.69
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.4.9
6.4.10
6.4.11
6.4.12
6.4.13
6.4.14
6.4.15

Alabama Competency Model Firefighters
Decide where ventilation is needed
Decide how ventilation should be accomplished
Describe the proper use of ventilation tools and equipment
Perform rescue operations
Describe primary and secondary search procedures under fire conditions
Explain the removal of injured persons from hazardous environments
Confine and extinguish fire
Explain the principles of fire extinguishment
Describe the methods of fire extinguishment
Identify various hoses, nozzles and other equipment used during fire extinguishment
Perform salvage and overhaul operations
Explain the principles of salvage and overhaul operations
Describe the methods of salvage and overhaul operations
Identify various equipment used to perform effective salvage and overhaul
Identify water supply, apparatus placement and exposure protection
Identify the NFPA hydrant color code
Identify various water sources available in typical communities
Identify the apparatus, equipment, and appliances required to provide water at rural locations by relay
pumping or water shuttle
Apply strategies and tactics appropriate to low-rise and high-rise structures
Identify the unique hazards to each structure
Identify resource needs for a given structure
Utilize the building systems effectively (elevators, protected stairways, communication systems, etc.)
Identify low/high-rise firefighting tactics
Investigation Techniques
Secure the general area of origin to protect evidence and restrict access
Locate general area of origin
Mark items of potential evidence
Place scene restriction marking devices around the area of origin and/or potential evidence items
Preserve evidence
Prevent unauthorized entry
Conduct a 360-degree survey of the scene
Identify/Mark entry and or exit points, items of potential evidence, and post fire indicators
Describe the building construction and condition
Document observations of the effects of fire suppression
Document observations of the effects of fire on fire behavior and spread, evidence preservation
methods and burn patterns
Examine and remove fire debris from a scene wearing appropriate protective clothing
Preserve all evidence properly
Locate, collect, and package evidence
Maintain proper handling and preservation of evidence

Code

Alabama Competency Model Firefighters

6.4.16
Maintain a chain of custody
6.4.17
Participate in courtroom presentations
6.4.18
Testify and be cross-examined in a courtroom
6.4.19
Review all reports and documentation
6.4.20
Dress professionally
6.4.21
Follow recommended presentation practices during testimony
6.4.22
Initiate action on a community need, given policies and procedures, so that the need is addressed
6.4.23
Communicate with the members of the community to address the need
6.5
Hazardous Materials
6.5.1
Apply regulations and standards as it relates to hazardous materials
6.5.2
Identify the federal, state and local regulations that apply to hazardous materials
6.5.3
Identify national standards that apply to hazardous materials (i.e., NFPA 47, 472, 473, etc.)
6.5.4
Select appropriate personal protective equipment as related to hazardous materials response
6.5.5
Establish an incident command at a hazardous materials incident
6.5.6
Recognize and identify hazardous materials labels and placards
6.5.7
Identify chemical components of hazardous materials
6.5.8
Identify the DOT hazardous materials classes
Identify typical occupancies in a community or facility where hazardous materials may be
6.5.9
manufactured, transported, stored, used, or disposed of
Identify the types of specialized marking systems found at fixed facilities and on modes of
6.5.10
transportation that indicate hazardous materials
6.5.11
Apply safety principles applicable to hazardous materials response
6.5.12
Describe the ways hazardous materials could cause harm
6.5.13
Identify the general routes of entry for human exposure to hazardous materials
Identify the precautions necessary when rendering emergency medical care to victims of hazardous
6.5.14
materials incidents
6.5.15
Identify typical ignition sources found at the scene of hazardous materials incidents
Understand chemical reactions of hazardous materials in contact with water and/or other hazardous
6.5.16
materials
6.5.17
Estimate community risk when exposed to various hazardous materials
6.5.18
Maintain paramedic license/certification
6.5.19
Dispose of biohazard materials following approved guidelines
6.5.20
Use Universal Precautions to control the spread of infection
6.5.21
Follow process of emergency decontamination
6.6
Operations
6.6.1
Use appropriate supplies and equipment
6.6.2
Follow infection control protocols (preventative and post exposure)
6.6.3
Promote public health and well being
Identify the role of EMS in local municipal and community health education programs (CPR, health fairs,
6.6.4
child safety seat, immunizations, etc)
6.6.5
Identify local municipal and community resources available for physical, socioeconomic crises

Code

6.6.6
6.6.7
6.6.8
6.6.9
7
7.1
7.2
7.3
7.4
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Alabama Competency Model Firefighters
Assess a patient’s need for preventive information and direction applying general and specific
environmental parameters that should be inspected
Identify the injury and illness prevention programs that promote safety for all age populations.
Intervene in a preventive manner in appropriate patient situations
Apply the epidemiological principles to develop prevention strategies for all injuries

Tier 7: Occupation Specific Requirements
Postsecondary nondegree award
Certified Career Fire Fighter
Certified Alabama Smoke Diver
Certified Rescue Officer I, II, III, IV

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Forensic Science Technicians
ACCCP

Law Enforcement Services

Code

Alabama Competency Model Forensic Science Technicians

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Forensic Science Technicians
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Forensic Science Technicians
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Forensic Science Technicians
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Forensic Science Technicians
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Forensic Science Technicians
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Forensic Science Technicians
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Forensic Science Technicians
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Report Writing
Thoroughly and accurately completes notes
Thoroughly and accurately completes appropriate reports
Taking accurate field notes
Maintaining and understanding criminal information bulletins
Write complete reports with clarity, conciseness and accuracy of expression
Engaging in legal and related field interviews
Taking victim and witness statements
Preparing cases
Being familiar and proficient with databases
Case document preservation/integrity
Ethics
Responding ethically to bribes, corruption, abuse of power and position
Privacy concerns with victims
Identifying and responding to inappropriate behavior
Appropriate professional behavior on and off duty
Avoiding substance abuse
Understanding the balance between individual rights and community and crime control needs
Conflict of interest issues between law enforcement and the community
Reporting internal corruption, abuse of power, or excessive use of force (IAD process)
Applying discretion in investigation in an equitable manner
Avoid conflict of interest
Maintain professional integrity
Maintain objectivity
Consistently meets professional obligations
Self-Regulation & Awareness
Practice effective stress management
Follow departmental protocols for death notifications
Remaining calm while under stress
Dealing with partners with different lifestyle habits
Awareness of personal biases
Realizing the impact of police actions on the community

Code

5.3.7
5.3.8
5.3.9
5.3.10
5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.5.6
5.5.7
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.1.9
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11

Alabama Competency Model Forensic Science Technicians
Creating initiatives to enhance community safety
Ability to self-assess professionalism, competency, and fairness
Awareness of/willingness to seek help for post-traumatic stress syndrome
Effectively managing case load and calls-for-service
Cultural Diversity and Special Needs Groups
Responding appropriately to social, economic, and linguistic differences
Dealing with people with mental illness
Awareness of cultural or linguistic barriers during emergency situations
Dealing with individuals who have a mental illness and are acting violent
Responding to special needs populations
Understanding language barriers and other cultural differences
Developing contacts with different minority and cultural groups

Tier 6: Occupation Specific Technical Competencies

Laboratory Disciplines
Forensic biology
Controlled substances
Trace analysis
Toxicology
Latent fingerprints
Questioned documents
Fire debris
Firearms/Toolmarks
Digital evidence
Chemical Hygiene
Safety labeling (SDS). Universal
Blood born pathogens
Person protective equipment
Hazardous Waste/Biohazardous Waste Handling
Spill control
Legal
Decisions/laws
Frye rule
Daubert Standard and related decisions
Legal terminology
Subpoena, deposition
Court Testimony
Voir dire/qualification
Expert witness
Procedural Law
Search and seizure (4th Amendment)
Discovery
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6.4
Crime scene procedures and evidence handling
6.4.1
Evidence Recognition, Collection, and Documentation
6.4.2
Prioritization based on circumstance
6.4.3
Scene documentation and reconstruction
6.4.4
Evidence Characteristics (Class/Individual)
6.4.5
Identification
6.4.6
Locard Exchange Principle
6.4.7
Visible vs. latent evidence
6.4.8
Evidence Preservation and Integrity
6.4.9
Chain of custody
6.4.10
Alteration/degradation
6.4.11
Evidence Packaging
6.4.12
Proper sealing
6.4.13
Types of packaging
6.5
Science Principles
6.5.1
Applications
6.5.2
Scientific Method
6.5.3
Microscopy
6.5.4
Instrumentation
6.5.5
General Chemistry Concepts
6.5.6
Nomenclature (IUPAC)
6.5.7
Type of molecules (e.g., aromatics, isoalkanes)
6.5.8
Atomic, molecular weights
6.5.9
Acids/bases
6.5.10
Periodic Table
6.5.11
Elemental Composition
6.5.12
Bonding
6.5.13
General Biology Concepts
6.5.14
Cell structure
6.5.15
Genetics
6.5.16
Characteristics of body fluids
6.5.17
General physics and mathematical concepts
6.5.18
General Physiology and Anatomy Concepts
6.5.19
General Statistics
6.5.20
Stoichiometry
6.5.21
Logic
6.5.22
Metric System
6.6
Theory and Application
6.6.1
Forensic biology
6.6.2
Controlled substances
6.6.3
Trace analysis
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Toxicology
Latent fingerprints
Questioned documents
Fire debris
Firearms/Toolmarks
Pattern evidence
Investigation Techniques
Secure the general area of origin to protect evidence and restrict access
Locate general area of origin
Mark items of potential evidence
Place scene restriction marking devices around the area of origin and/or potential evidence items
Preserve evidence
Prevent unauthorized entry
Conduct a 360-degree survey of the scene
Identify/Mark entry and or exit points, items of potential evidence, and post fire indicators
Document observations of the effects of fire suppression
Document observations of the effects of fire on fire behavior and spread, evidence preservation
methods and burn patterns
Determine the origin and cause of a fire
Examine and remove fire debris from a scene wearing appropriate protective clothing
Check all of the debris and the surrounding area for fire cause evidence, including evidence of an
explosion
Identify the ignition source(s)
Preserve all evidence properly
Manage physical evidence collection
Locate, collect, and package evidence
Maintain proper handling and preservation of evidence
Maintain a chain of custody
Dispose of evidence in a timely and safe manner and document the disposal of evidence
Utilize proper procedures for managing victims and fatalities so that all evidence is discovered and
preserved and the protocol procedures are followed
Select evidence for analysis given all information from the investigation, so that items for analysis
support specific investigation needs
Organize relevant information
Prepare a written investigation report so that the report accurately reflects the investigative findings, is
concise, expresses the investigator’s opinion, and meets the needs or requirements of the intended
audience(s)
Participate in courtroom presentations
Testify and be cross-examined in a courtroom
Review all reports and documentation
Dress professionally
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Follow recommended presentation practices during testimony

Tier 7: Occupation Specific Requirements
Bachelor's Degree

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Detectives and Criminal Investigators
ACCCP

Law Enforcement Services
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
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Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality
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Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
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Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
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Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
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Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
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Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.1.10
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.2.6
5.2.7
5.2.8
5.2.9
5.2.10
5.2.11
5.2.12
5.2.13
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Report Writing
Thoroughly and accurately completes notes
Thoroughly and accurately completes appropriate reports
Taking accurate field notes
Maintaining and understanding criminal information bulletins
Write complete reports with clarity, conciseness and accuracy of expression
Engaging in legal and related field interviews
Taking victim and witness statements
Preparing cases
Being familiar and proficient with databases
Case document preservation/integrity
Ethics
Responding ethically to bribes, corruption, abuse of power and position
Privacy concerns with victims
Identifying and responding to inappropriate behavior
Appropriate professional behavior on and off duty
Avoiding substance abuse
Understanding the balance between individual rights and community and crime control needs
Conflict of interest issues between law enforcement and the community
Reporting internal corruption, abuse of power, or excessive use of force (IAD process)
Applying discretion in investigation in an equitable manner
Avoid conflict of interest
Maintain professional integrity
Maintain objectivity
Consistently meets professional obligations
Self-Regulation & Awareness
Practice effective stress management
Follow departmental protocols for death notifications
Remaining calm while under stress
Dealing with partners with different lifestyle habits
Awareness of personal biases
Realizing the impact of police actions on the community

Code
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5.3.7
Creating initiatives to enhance community safety
5.3.8
Ability to self-assess professionalism, competency, and fairness
5.3.9
Awareness of/willingness to seek help for post-traumatic stress syndrome
5.3.10
Effectively managing case load and calls-for-service
5.5
Cultural Diversity and Special Needs Groups
5.5.1
Responding appropriately to social, economic, and linguistic differences
5.5.2
Dealing with people with mental illness
5.5.3
Awareness of cultural or linguistic barriers during emergency situations
5.5.4
Dealing with individuals who have a mental illness and are acting violent
5.5.5
Responding to special needs populations
5.5.6
Understanding language barriers and other cultural differences
5.5.7
Developing contacts with different minority and cultural groups
6
Tier 6: Occupation Specific Technical Competencies
Analytical Assessment - process of examining information to determine its accuracy, veracity, quality,
and value. It requires assessment of motivations, assumptions, and quality, and value to the court. It
6.1
requires assessment of motivations, assumptions, and beliefs and the ability to organize and combine
information to draw conclusions and form new ideas.
6.1.1
Evaluates information for its accuracy, reliability, and relevance.
6.1.2
Organizes and presents information in a coherent way that is appropriate to the audience.
6.1.3
Identifies sources for collateral investigation.
6.1.4
Identifies and attributes the source of information in reports to the court.
6.1.5
Recognizes missing and unverified information.
6.1.6
Creates and executes a plan to obtain missing information.
6.1.7
Draws conclusions and crafts plans based on evaluation of available information.
6.2
Objectivity
6.2.1
Notes facts and circumstances specific to the situation.
6.2.2
Formulates plans for action based on the totality of factual information.
6.2.3
Gives full attention to each task/issue within areas of responsibility
Clearly demonstrates the benefits of actions to the overall organization, citizens, and/or the “common
6.2.4
good.”
6.2.5
Does not take positions or promote actions/causes that reflect blatant self interest.
6.3
Equipment & Resources
6.3.1
Computer data sources
6.3.2
Available printed material, such as previous case files, telephone directories, and reference books,
6.3.3
Utilize recording devices sufficient to accurately record information and/or collect evidence.
6.3.4
Operate surveillance equipment
6.3.5
Restraints, including handcuffs and plastic cuffs,
6.3.6
Proper maintenance and functions of safety equipment and weapons,
6.3.7
Discharging weapons, including chemical agents, tasers, and firearms
6.4
Evidence Handling
6.4.1
Evidence Recognition and Collection

Code
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6.4.2
Prioritization based on circumstance
6.4.3
Sampling
6.4.4
Evidence Characteristics (Class/Individual)
6.4.5
Identification
6.4.6
Primary, secondary transfers
6.4.7
Visible vs. latent evidence
6.4.8
Evidence Preservation and Integrity
6.4.9
Chain of custody
6.4.10
Alteration/degradation
6.4.11
Evidence Packaging
6.4.12
Proper sealing
6.4.13
Types of packaging
6.5
Fact Finding
6.5.1
Asks a series of insightful questions in a logical order.
6.5.2
Correctly identifies persons most likely to have the needed information.
6.5.3
Listens carefully to responses from others to discern all relevant information stated.
Makes logical assumptions about where certain types of information might be found; or asks others
6.5.4
who are likely to know.
Persists in locating relevant information until a sufficient amount is available to permit answering
6.5.5
question or addressing the problem fully.
6.6
Credibility
6.6.1
Admits mistakes.
6.6.2
Information provided is consistent (not contradictory or stating different things to different people).
6.6.3
Answers questions directly and thoroughly.
6.6.4
Shares credit for achievements.
6.6.5
Acts in the best interest of the organization, not self interest.
6.7
Criminal Law and Procedure
6.7.1
Understanding: know, recall, and state criminal law and procedure
6.7.2
Charges: identify permissible charges and charge elements
6.7.3
Evidence: identify, obtain, and advise as to preserving evidence
6.8
Document Prep
6.8.1
Prepare legal documents such as arrest and search warrants
6.8.2
Identify document that needs to be prepared
6.8.3
Gather information that needs to be included in document
6.8.4
Draft and review document
6.9
Written Communication
6.9.1
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
6.9.2
distract the reader.
6.9.3
Little editing or re-writing needed to produce a final product.
6.9.4
Composes materials efficiently.
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6.9.5
Information is presented in a well organized manner.
6.9.6
Tone and degree of formality are appropriate to the purpose and audience.
6.10
Individual Rights
6.10.1
Provides fair and equitable treatment based on constitutional protections
Protects individual rights of in-custody persons (e.g., duty of care may exist to provide or summon
6.10.2
medical assistance for subjects)
6.10.3
Maintains constitutional rights during emergencies
6.10.4
Rules of search and seizure
6.10.5
Departmental policy and legal issues regarding the use of race and ethnicity to make deci- sions
6.10.6
Legal issues related to community notifications of sexual predators and other criminal groups
6.10.7
Knowledge of constitutional individual rights in investigation
6.11
Legal Knowledge
6.11.1
Legal terminology
6.11.2
Subpoena, deposition
6.11.3
Court Testimony
6.11.4
Procedural Law
6.11.5
Search and seizure (4th Amendment)
6.12
Legal Authority
6.12.1
Knowledge and obligations of arrest authority
6.12.2
Knowledge of high-liability issues (e.g., fleeing felon case law)
6.12.3
Knowledge of detention and frisk parameters
When to pursue, engage roadblocks, pursue across jurisdictions, and when to terminate pursuits due to
6.12.4
safety concerns
6.12.5
Legal vehicle stops
6.12.6
Detaining and arresting individuals
6.12.7
Legal authority for roadblocks
6.12.8
Departmental, state, and local laws regarding police misconduct
6.12.9
Understanding legal powers for criminal investigation
6.12.10
Understanding court procedures and evidentiary rules
6.12.11
Issues related to warrant, warrantless and improper searches
6.12.12
Knowledge of high-liability issues and case law
6.12.13
Procedures for handling property and evidence
6.12.14
Procedures for securing scenes
6.12.15
Procedures for taking witness, victim, and accused-persons statements
6.13
Officer Safety
6.13.1
Reporting location during traffic stops
6.13.2
Tactical awareness during routine activities
6.13.3
Awareness of persons in vicinity, body positions, etc.
6.13.4
Using equipment including firearms, handcuffs, non-lethal weapons
6.13.5
Controlling the scene of an emergency
6.13.6
Employing situational tactics such as tactical retreats

Code
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6.13.7
Taking custody of violent or armed persons
6.13.8
Cover vs. concealment
6.13.9
Effective searches of persons and scenes during emergencies
6.13.10
Positioning a vehicle during emergency situations
6.13.11
Using seatbelts
6.13.12
Using other safety equipment (e.g., flares, traffic vests, etc.)
6.13.13
Transporting prisoners
6.13.14
Transporting members of the public
6.13.15
Developing community partnerships to enhance officer safety
6.13.16
Safe handling of evidence such as weapons, body fluids, etc.
6.14
Investigation
6.14.1
Need: identify the need for investigation
6.14.2
Planning: articulate investigation and discovery plans
6.14.3
Gathering: identify and gather evidence needed to prove cases
6.14.4
Evaluation: evaluate the evidence that has been gathered
6.14.5
Ediscovery: preserve and obtain electronically stored information
6.14.6
Experts: retain and prepare experts and discover expert opinions
6.15
Investigation Techniques
6.15.1
Follow laws relating to the reporting of arson statutes
6.15.2
Identify general laws related to the criminal prosecution of fire related crimes
6.15.3
Identify the basic reasons for civil litigation as it pertains to fire investigation
6.15.4
Secure the general area of origin to protect evidence and restrict access
6.15.5
Locate general area of origin
6.15.6
Mark items of potential evidence
6.15.7
Place scene restriction marking devices around the area of origin and/or potential evidence items
6.15.8
Preserve evidence
6.15.9
Prevent unauthorized entry
6.15.10
Conduct a 360-degree survey of the scene
6.15.11
Identify/Mark entry and or exit points, items of potential evidence, and post fire indicators
6.15.12
Describe the building construction and condition
6.15.13
Preserve all evidence properly
6.15.14
Manage physical evidence collection
6.15.15
Locate, collect, and package evidence
6.15.16
Maintain proper handling and preservation of evidence
6.15.17
Maintain a chain of custody
6.15.18
Dispose of evidence in a timely and safe manner and document the disposal of evidence
Utilize proper procedures for managing victims and fatalities so that all evidence is discovered and
6.15.19
preserved and the protocol procedures are followed
Select evidence for analysis given all information from the investigation, so that items for analysis
6.15.20
support specific investigation needs
6.15.21
Organize relevant information and prepares a case

Code

6.15.22
6.15.23
6.15.24
6.15.25
6.15.26
6.15.27
6.15.28
6.15.29

6.15.30
6.15.31
6.15.32
6.15.33
6.15.34
6.15.35
6.16
6.16.1
6.16.2
6.16.3
6.17
6.17.1
6.17.2
6.17.3
6.17.4
6.17.5
6.17.6
6.17.7
6.17.8
6.17.9
6.17.10
6.17.11
6.17.12
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Collect statements
Ability to manage an interview plan as needed
Ability to manage a witness interview as needed
Evaluate, analyze, and correlate interview information to determine if the information is corroborative
or conflictive in nature, and develop new investigative leads
Gather reports/records so that all gathered documents are appropriate to the investigation, complete
and authentic, and the chain of custody is maintained
Determine appropriate action
Establish motive and/or opportunity of an incendiary fire through the use of prudent and complete
investigation files, determining if the evidence meets legal requirements
Formulate an opinion of the person(s) and/or product(s) responsible for the fire, given all investigative
findings, so that the opinion regarding responsibility for a fire is supported by the records, reports,
documents, and evidence
Prepare a written investigation report so that the report accurately reflects the investigative findings, is
concise, expresses the investigator’s opinion, and meets the needs or requirements of the intended
audience(s)
Participate in courtroom presentations
Testify and be cross-examined in a courtroom
Review all reports and documentation
Dress professionally
Follow recommended presentation practices during testimony
Operations
Describe incident command
Respond in a trauma informed manner to victims of sexual assault and domenstic violence
Ability to accurately and throroughly describe crime scenes
Proactive Planning is the practice of considering the future impact of case-related decisions and actions
on the individual supervisee and on the community as a whole.
Considers the impact of supervision and sentencing recommendations on the community as well as the
supervisee.
Considers long-term implications of supervision and sentencing recommendations.
Calibrates supervision intensity to risk and needs.
Regularly reevaluates supervisee risk and needs.
Conducts release-based pretrial interviewing.
Writes presentence reports with an eye toward their multiple possible uses after sentencing.
Perform searches of the internet and databases
Crafts pretrial recommendations, supervision plan, and presentence report with an eye toward
community reentry.
Incorporates reentry planning throughout the life of the case, including at the pretrial phase
Establishes supervisee goals on a case-by-case basis.
Adjusts supervision plan to accommodate new information.
Uses a deliberate interviewing structure to obtain useful information and guide change.
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6.17.13
6.18
6.18.1
6.18.2
6.18.3
6.18.4
6.18.5
6.18.6
6.18.7
6.19
6.19.1
6.19.2
6.19.3
6.19.4
6.19.5
6.19.6
6.20
6.20.1
6.20.2
6.20.3
6.20.4
6.20.5
6.20.6
6.20.7
6.20.8
6.20.9
6.20.10
6.20.11
6.20.12
6.20.13
7
7.1
8
8.1
8.2.1
8.2.2
8.2
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Leads supervisees to understand available options and the consequences of their decisions.
Workload Management is the delivery of high-quality performance on assigned tasks in a timely,
efficient, and complete manner.
Sets priorities based on circumstances, available information, and resources.
Allocates the time, effort, and resources necessary to complete tasks within statutory time
requirements.
Adjusts schedule and work plan to new information and changing priorities.
Submits timely and accurate reports.
Communicates with supervisor about needs related to workload complexity and case quantity.
Memorializes case activity in an accurate, timely, and complete manner.
Effectively uses technology to manage workload.
Written Communication
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.
Policies & Procedures
Follows proper procedures and laws when impounding cars, property seizures
Knoledge of municipal ordinances
Responding to alarms
Motor vehicle accident investigation
Traffic violations
Knowledge of local and state alcohol laws and regulations
Procedures for responding to disorderly conduct
Responds appropriately to instances of trespassing
Ability to serve court documents as needed
Guarding prisoners
Knows how to respond appropriately to bomb threats
Knows how to respond approprpriately to major emergencies and disasters
Knows how to respond approprpriately to high-risk crimes in progress

Tier 7: Occupation Specific Requirements
High school diploma or equivalent

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications

Code

8.2.1
8.2.2
8.3
8.3.1
8.3.2
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Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

First-Line Supervisors of Police & Detectives
ACCCP

Law Enforcement Services

Code

Alabama Competency Model First-Line Supervisors of Police and Detectives

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
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1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model First-Line Supervisors of Police and Detectives
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1
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Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.
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1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1
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Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.
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2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
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Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.
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2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
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Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model First-Line Supervisors of Police and Detectives
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Report Writing
Thoroughly and accurately completes notes
Thoroughly and accurately completes appropriate reports
Taking accurate field notes
Maintaining and understanding criminal information bulletins
Write complete reports with clarity, conciseness and accuracy of expression
Engaging in legal and related field interviews
Taking victim and witness statements
Preparing cases
Being familiar and proficient with databases
Case document preservation/integrity
Ethics
Responding ethically to bribes, corruption, abuse of power and position
Privacy concerns with victims
Identifying and responding to inappropriate behavior
Appropriate professional behavior on and off duty
Avoiding substance abuse
Understanding the balance between individual rights and community and crime control needs
Conflict of interest issues between law enforcement and the community
Reporting internal corruption, abuse of power, or excessive use of force (IAD process)
Applying discretion in investigation in an equitable manner
Avoid conflict of interest
Maintain professional integrity
Maintain objectivity
Consistently meets professional obligations
Self-Regulation & Awareness
Practice effective stress management
Follow departmental protocols for death notifications
Remaining calm while under stress
Dealing with partners with different lifestyle habits
Awareness of personal biases
Realizing the impact of police actions on the community
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5.3.7
Creating initiatives to enhance community safety
5.3.8
Ability to self-assess professionalism, competency, and fairness
5.3.9
Awareness of/willingness to seek help for post-traumatic stress syndrome
5.3.10
Effectively managing case load and calls-for-service
5.5
Cultural Diversity and Special Needs Groups
5.5.1
Responding appropriately to social, economic, and linguistic differences
5.5.2
Dealing with people with mental illness
5.5.3
Awareness of cultural or linguistic barriers during emergency situations
5.5.4
Dealing with individuals who have a mental illness and are acting violent
5.5.5
Responding to special needs populations
5.5.6
Understanding language barriers and other cultural differences
5.5.7
Developing contacts with different minority and cultural groups
6
Tier 6: Occupation Specific Technical Competencies
6.1
Objectivity
6.1.1
Notes facts and circumstances specific to the situation.
6.1.2
Formulates plans for action based on the totality of factual information.
6.1.3
Gives full attention to each task/issue within areas of responsibility
Clearly demonstrates the benefits of actions to the overall organization, citizens, and/or the “common
6.1.4
good.”
6.1.5
Does not take positions or promote actions/causes that reflect blatant self interest.
6.2
Equipment & Resources
6.2.1
Computer data sources
6.2.2
Available printed material, such as previous case files, telephone directories, and reference books,
6.2.3
Utilize recording devices sufficient to accurately record information and/or collect evidence.
6.2.4
Operate surveillance equipment
6.2.5
Restraints, including handcuffs and plastic cuffs,
6.2.6
Proper maintenance and functions of safety equipment and weapons,
6.2.7
Discharging weapons, including chemical agents, tasers, and firearms
6.3
Fact Finding
6.3.1
Asks a series of insightful questions in a logical order.
6.3.2
Correctly identifies persons most likely to have the needed information.
6.3.3
Listens carefully to responses from others to discern all relevant information stated.
Makes logical assumptions about where certain types of information might be found; or asks others
6.3.4
who are likely to know.
Persists in locating relevant information until a sufficient amount is available to permit answering
6.3.5
question or addressing the problem fully.
6.4
Credibility
6.4.1
Admits mistakes.
6.4.2
Information provided is consistent (not contradictory or stating different things to different people).
6.4.3
Answers questions directly and thoroughly.
6.4.4
Shares credit for achievements.
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Acts in the best interest of the organization, not self interest.
Written Communication
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.
Individual Rights
Fair and equitable treatment based on constitutional protections
Knowledge of individual rights of in-custody persons (e.g., duty of care may exist to provide or summon
medical assistance for subjects)
Awareness of constitutional rights during emergencies
Rules of search and seizure
Departmental policy and legal issues regarding the use of race and ethnicity to make deci- sions
Legal issues related to community notifications of sexual predators and other criminal groups
Knowledge of constitutional individual rights in investigation
Legal
Legal terminology
Subpoena, deposition
Court Testimony
Procedural Law
Search and seizure (4th Amendment)
Legal Authority
Knowledge and obligations of arrest authority
Knowledge of high-liability issues (e.g., fleeing felon case law)
Knowledge of detention and frisk parameters
When to pursue, engage roadblocks, pursue across jurisdictions, and when to terminate pursuits due to
safety concerns
Legal vehicle stops
Detaining and arresting individuals
Legal authority for roadblocks
Departmental, state, and local laws regarding police misconduct
Understanding legal powers for criminal investigation
Understanding court procedures and evidentiary rules
Issues related to warrant, warrantless and improper searches
Knowledge of high-liability issues and case law
Procedures for handling property and evidence
Procedures for securing scenes
Procedures for taking witness, victim, and accused-persons statements
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Officer Safety
Reporting location during traffic stops
Tactical awareness during routine activities
Awareness of persons in vicinity, body positions, etc.
Using equipment including firearms, handcuffs, non-lethal weapons
Controlling the scene of an emergency
Employing situational tactics such as tactical retreats
Taking custody of violent or armed persons
Cover vs. concealment
Effective searches of persons and scenes during emergencies
Positioning a vehicle during emergency situations
Using seatbelts
Using other safety equipment (e.g., flares, traffic vests, etc.)
Transporting prisoners
Transporting members of the public
Developing community partnerships to enhance officer safety
Safe handling of evidence such as weapons, body fluids, etc.
Policies & Procedures
Follows proper procedures and laws when impounding cars, property seizures
Knoledge of municipal ordinances
Responding to alarms
Motor vehicle accident investigation
Traffic violations
Knowledge of local and state alcohol laws and regulations
Procedures for responding to disorderly conduct
Responds appropriately to instances of trespassing
Ability to serve court documents as needed
Guarding prisoners
Knows how to respond appropriately to bomb threats
Knows how to respond approprpriately to major emergencies and disasters
Knows how to respond approprpriately to high-risk crimes in progress

Tier 7: Occupation Specific Requirements
High school diploma or equivalent

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
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Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Police & Sheriff's Patrol Officers
ACCCP

Law Enforcement Services
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1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.
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Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Police and Sheriff's Patrol Officers
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Police and Sheriff's Patrol Officers
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Police and Sheriff's Patrol Officers
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Police and Sheriff's Patrol Officers
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Police and Sheriff's Patrol Officers
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Police and Sheriff's Patrol Officers
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1

Alabama Competency Model Police and Sheriff's Patrol Officers
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1

Alabama Competency Model Police and Sheriff's Patrol Officers
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3

Alabama Competency Model Police and Sheriff's Patrol Officers
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code

Alabama Competency Model Police and Sheriff's Patrol Officers

3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.1.10
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.2.6
5.2.7
5.2.8
5.2.9
5.2.10
5.2.11
5.2.12
5.2.13
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6

Alabama Competency Model Police and Sheriff's Patrol Officers
Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Report Writing
Thoroughly and accurately completes notes
Thoroughly and accurately completes appropriate reports
Taking accurate field notes
Maintaining and understanding criminal information bulletins
Write complete reports with clarity, conciseness and accuracy of expression
Engaging in legal and related field interviews
Taking victim and witness statements
Preparing cases
Being familiar and proficient with databases
Case document preservation/integrity
Ethics
Responding ethically to bribes, corruption, abuse of power and position
Privacy concerns with victims
Identifying and responding to inappropriate behavior
Appropriate professional behavior on and off duty
Avoiding substance abuse
Understanding the balance between individual rights and community and crime control needs
Conflict of interest issues between law enforcement and the community
Reporting internal corruption, abuse of power, or excessive use of force (IAD process)
Applying discretion in investigation in an equitable manner
Avoid conflict of interest
Maintain professional integrity
Maintain objectivity
Consistently meets professional obligations
Self-Regulation & Awareness
Practice effective stress management
Follow departmental protocols for death notifications
Remaining calm while under stress
Dealing with partners with different lifestyle habits
Awareness of personal biases
Realizing the impact of police actions on the community

Code

Alabama Competency Model Police and Sheriff's Patrol Officers

5.3.7
Creating initiatives to enhance community safety
5.3.8
Ability to self-assess professionalism, competency, and fairness
5.3.9
Awareness of/willingness to seek help for post-traumatic stress syndrome
5.3.10
Effectively managing case load and calls-for-service
5.5
Cultural Diversity and Special Needs Groups
5.5.1
Responding appropriately to social, economic, and linguistic differences
5.5.2
Dealing with people with mental illness
5.5.3
Awareness of cultural or linguistic barriers during emergency situations
5.5.4
Dealing with individuals who have a mental illness and are acting violent
5.5.5
Responding to special needs populations
5.5.6
Understanding language barriers and other cultural differences
5.5.7
Developing contacts with different minority and cultural groups
6
Tier 6: Occupation Specific Technical Competencies
6.1
Police Vehicle Operations
6.1.1
Defensive driving
6.1.2
High-speed police pursuits
6.1.3
High-risk vehicle stops and interventions
Emergency response such as using emergency lights, sirens, radio equipment, Code 1 responses, Code 1
6.1.4
silent procedures
6.1.5
Defensive responses during these types of operations
6.1.6
Inspecting police vehicles
6.1.7
Understanding one- versus two-officer patrol responsibilities
6.1.8
Maintaining geographic location awareness
6.1.9
Patrol visibility (directed patrol)
6.2
Conflict Resolution
6.2.1
Conflict resolution tactics for non-emergency situations, neighbor disputes, local disorder problems
6.2.2
Verbal judo
6.2.3
Responding to and defusing calls involving violence
6.2.4
Crisis intervention during domestic disputes
6.2.5
Dealing with diverse conflict styles within the community
6.2.6
Dealing with hostile witnesses and citizens
6.2.7
Handling interagency and intra-agency conflicts
6.3
Use of Force
6.3.1
Proxemics (body positioning, blading, environmental)
6.3.2
Tactical approaches for non-emergency situations
6.3.3
Applying the use-of-force matrix/continuum
6.3.4
Use of lethal and non-lethal weapons
6.3.5
Maintaining and securing weapons and emergency equipment
6.3.6
Communication and dialogue in use-of-force situations
6.3.7
Use-of-force continuum and policy
6.3.8
Use-of-force reporting procedures

Code

6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.5.7
6.5.8
6.5.9
6.5.10
6.5.11
6.5.12
6.5.13
6.5.14
6.5.15
6.5.16
6.5.17
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
6.6.7
6.7
6.7.1
6.7.2
6.7.3

Alabama Competency Model Police and Sheriff's Patrol Officers
Community-Specific Problems
Using neighborhood advisory boards and committees
Government services that support quality-of-life issues in the community
Chaplain or religious services
Anticipating community-specific problems that may result in threats to community safety or emergency
response incidents
Urban versus rural area issues
Understanding the reality of community perceptions and influences on community crime and quality-oflife issues
Using community members as a resource to build an effective collaboration when dealing with issues
Legal Authority
Knowledge of non-criminal laws such as municipal ordinances, parking regulations, fire codes, etc
Knowledge and obligations of arrest authority
Knowledge of high-liability issues (e.g., fleeing felon case law)
Knowledge of detention and frisk parameters
When to pursue, engage roadblocks, pursue across jurisdictions
Legal vehicle stops
Detaining and arresting individuals
Landlord/tenant issues
Vehicle safety inspections
Departmental, state, and local laws regarding police misconduct
Understanding legal powers for criminal investigation
Understanding court procedures and evidentiary rules
Issues related to warrant, warrantless and improper searches
Knowledge of high-liability issues and case law
Procedures for handling property and evidence
Procedures for securing scenes for court presentations
Procedures for taking witness, victim, and accused-persons statements
Individual Rights
Fair and equitable treatment based on constitutional protections
Knowledge of individual rights of in-custody persons (e.g., duty of care may exist to provide or summon
medical assistance for subjects)
Awareness of constitutional rights during emergencies
Rules of search and seizure
Departmental policy and legal issues regarding the use of race and ethnicity to make deci- sions
Legal issues related to community notifications of sexual predators and other criminal groups
Knowledge of constitutional individual rights in investigation
Officer Safety
Reporting location during traffic stops
Tactical awareness during routine activities
Awareness of persons in vicinity, body positions, etc.

Code

Alabama Competency Model Police and Sheriff's Patrol Officers

6.7.4
Using equipment including firearms, handcuffs, non-lethal weapons
6.7.5
Controlling the scene of an emergency
6.7.6
Employing situational tactics such as tactical retreats
6.7.7
Taking custody of violent or armed persons
6.7.8
Cover vs. concealment
6.7.9
Effective searches of persons and scenes during emergencies
6.7.10
Positioning a vehicle during emergency situations
6.7.11
Using seatbelts
6.7.12
Using other safety equipment (e.g., flares, traffic vests, etc.)
6.7.13
Transporting prisoners
6.7.14
Transporting members of the public
6.7.15
Developing community partnerships to enhance officer safety
6.7.16
Safe handling of evidence such as weapons, body fluids, etc.
6.8
Legal
6.8.1
Decisions/laws
6.8.2
Frye Rule
6.8.3
Daubert and related decisions
6.8.4
Legal terminology
6.8.5
Subpoena, deposition
6.8.6
Court Testimony
6.8.7
Voir dire/qualification
6.8.8
Expert witness
6.8.9
Procedural Law
6.8.10
Search and seizure (4th Amendment)
6.8.11
Discovery
6.9
Policies & Procedures
6.9.1
Follows proper procedures and laws when impounding cars, property seizures
6.9.2
Knoledge of municipal ordinances
6.9.3
Responding to alarms
6.9.4
Motor vehicle accident investigation
6.9.5
Traffic violations
6.9.6
Knowledge of local and state alcohol laws and regulations
6.9.7
Procedures for responding to disorderly conduct
6.9.8
Responds appropriately to instances of trespassing
6.9.9
Ability to serve court documents as needed
6.9.10
Guarding prisoners
6.9.11
Knows how to respond appropriately to bomb threats
6.9.12
Knows how to respond approprpriately to major emergencies and disasters
6.9.13
Knows how to respond approprpriately to high-risk crimes in progress
7
Tier 7: Occupation Specific Requirements
7.1
High school diploma or equivalent

Code

7.2
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Alabama Competency Model Police and Sheriff's Patrol Officers
Certified Law Enforcement Officer

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Private Detectives & Investigators
ACCCP

Law Enforcement Services

Code

Alabama Competency Model Private Detectives and Investigators

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Private Detectives and Investigators
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Private Detectives and Investigators
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Private Detectives and Investigators
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Private Detectives and Investigators
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Private Detectives and Investigators
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Private Detectives and Investigators
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Private Detectives and Investigators
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1

Alabama Competency Model Private Detectives and Investigators
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1

Alabama Competency Model Private Detectives and Investigators
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3

Alabama Competency Model Private Detectives and Investigators
Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.1.10
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.2.6
5.2.7
5.2.8
5.2.9
5.2.10
5.2.11
5.2.12
5.2.13
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6

Alabama Competency Model Private Detectives and Investigators
Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Report Writing
Thoroughly and accurately completes notes
Thoroughly and accurately completes appropriate reports
Taking accurate field notes
Maintaining and understanding criminal information bulletins
Write complete reports with clarity, conciseness and accuracy of expression
Engaging in legal and related field interviews
Taking victim and witness statements
Preparing cases
Being familiar and proficient with databases
Case document preservation/integrity
Ethics
Responding ethically to bribes, corruption, abuse of power and position
Privacy concerns with victims
Identifying and responding to inappropriate behavior
Appropriate professional behavior on and off duty
Avoiding substance abuse
Understanding the balance between individual rights and community and crime control needs
Conflict of interest issues between law enforcement and the community
Reporting internal corruption, abuse of power, or excessive use of force (IAD process)
Applying discretion in investigation in an equitable manner
Avoid conflict of interest
Maintain professional integrity
Maintain objectivity
Consistently meets professional obligations
Self-Regulation & Awareness
Practice effective stress management
Follow departmental protocols for death notifications
Remaining calm while under stress
Dealing with partners with different lifestyle habits
Awareness of personal biases
Realizing the impact of police actions on the community

Code
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5.3.7
Creating initiatives to enhance community safety
5.3.8
Ability to self-assess professionalism, competency, and fairness
5.3.9
Awareness of/willingness to seek help for post-traumatic stress syndrome
5.3.10
Effectively managing case load and calls-for-service
5.5
Cultural Diversity and Special Needs Groups
5.5.1
Responding appropriately to social, economic, and linguistic differences
5.5.2
Dealing with people with mental illness
5.5.3
Awareness of cultural or linguistic barriers during emergency situations
5.5.4
Dealing with individuals who have a mental illness and are acting violent
5.5.5
Responding to special needs populations
5.5.6
Understanding language barriers and other cultural differences
5.5.7
Developing contacts with different minority and cultural groups
6
Tier 6: Occupation Specific Technical Competencies
6.1
Objectivity
6.1.1
Notes facts and circumstances specific to the situation.
6.1.2
Formulates plans for action based on the totality of factual information.
6.1.3
Gives full attention to each task/issue within areas of responsibility
Clearly demonstrates the benefits of actions to the overall organization, citizens, and/or the “common
6.1.4
good.”
6.1.5
Does not take positions or promote actions/causes that reflect blatant self interest.
6.2
Equipment & Resources
6.2.1
Computer data sources
6.2.2
Available printed material, such as previous case files, telephone directories, and reference books,
6.2.3
Utilize recording devices sufficient to accurately record information and/or collect evidence.
6.2.4
Operate surveillance equipment
6.2.5
Restraints, including handcuffs and plastic cuffs,
6.2.6
Proper maintenance and functions of safety equipment and weapons,
6.2.7
Discharging weapons, including chemical agents, tasers, and firearms
6.3
Fact Finding
6.3.1
Asks a series of insightful questions in a logical order.
6.3.2
Correctly identifies persons most likely to have the needed information.
6.3.3
Listens carefully to responses from others to discern all relevant information stated.
Makes logical assumptions about where certain types of information might be found; or asks others
6.3.4
who are likely to know.
Persists in locating relevant information until a sufficient amount is available to permit answering
6.3.5
question or addressing the problem fully.
6.4
Credibility
6.4.1
Admits mistakes.
6.4.2
Information provided is consistent (not contradictory or stating different things to different people).
6.4.3
Answers questions directly and thoroughly.
6.4.4
Shares credit for achievements.

Code

6.4.5
6.5
6.5.1
6.5.2
6.5.3
6.5.4
6.5.5
6.5.6
6.6
6.6.1
6.6.2
6.6.3
6.6.4
6.6.5
6.6.6
7
7.1
7.2
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2
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Acts in the best interest of the organization, not self interest.
Written Communication
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.
Individual Rights
Fair and equitable treatment based on constitutional protections
Knowledge of individual rights of in-custody persons (e.g., duty of care may exist to provide or summon
medical assistance for subjects)
Awareness of constitutional rights during emergencies
Knowledge of rules of search and seizure
Departmental policy and legal issues regarding the use of race and ethnicity to make deci- sions
Knowledge of constitutional individual rights in investigation

Tier 7: Occupation Specific Requirements
High school diploma or equivalent
Licensed Private Investigator

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Lawyers
ACCCP

Legal Services

Code

Alabama Competency Model Lawyers

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Lawyers
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Lawyers
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Lawyers
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4
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Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2
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Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4
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Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4
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Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1
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Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1
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Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Conduct
Fees: form and document ethical and fair fee agreements
Always advocate for client
Conflicts: avoid conflicts of interest
Confidentiality: maintain confidentiality
Honesty: communicate truthfully
Fair dealing: deal fairly with opposing parties and unrepresented persons
Serve all clients regardless of disability
Client property: properly maintain trust accounts and client property
Consequences: articulate the consequences for failure to comply
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Legal method & Analysis
Facts: identify relevant facts and recognize and assemble fact patterns
Theory: formulate and elaborate relevant legal theories and options
Issues: identify unresolved legal and factual issues
Authority: identify controlling and advisory authority relating to issues
Analysis: apply law to facts analyzing merits and predicting outcomes
Evaluation: evaluate and critique theories and analysis
Synthesis: synthesize complex law and facts into meaningful order and solutions
Diversify: employ multiple measures for evaluating legal problems
Knowledge of Basis Legal Subject Matter
Basic Knowledge of Criminal Law and Procedure
Basic knowledge of Civil Law and Procedure
Basic Knowledge of Contract Law
Basic Knowledge of Real Estate Law
Basic Knowledge of Wills, Trusts and Estates

Code

5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11
6.3.12
6.4
6.4.1
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Interviewing
Preparation: prepare for client and other interviews
Conduct: conduct appropriate interviews
Monitoring: monitor and adapt interviews for effectiveness
Documentation: document interview outcomes
Action: act on interview results
Researching
Need: identify the need for legal research
Planning: articulate and implement a research plan
Memorializing: memorialize research results in an appropriate form
Monitoring: monitor law changes affecting completed research
Technology: use electronic research tools

Tier 6: Occupation Specific Technical Competencies

Investigation
Need: identify the need for investigation
Planning: articulate investigation and discovery plans
Gathering: identify and gather evidence needed to prove cases
Evaluation: evaluate the evidence that has been gathered
Ediscovery: preserve and obtain electronically stored information
Experts: retain and prepare experts and discover expert opinions
Negotiation
Goals: determine client goals
Consent: obtain consent for negotiation
Preparation: prepare for negotiation including identifying tactics
Implementation: conduct negotiations to achieve goals
Documentation: document negotiation and results
Court representation/advocacy
Discernment: identify court rules, procedures, and etiquette
Conduct: observe court rules, procedures, and etiquette
Discovery: conduct and respond to written discovery
Depositions: notice and conduct depositions
Conferences: conduct pretrial conferences
Subpoenas: compel the attendance of witnesses
Evidence: offer and test evidence
Advocacy: advocate in court proceedings
Instructions: present and challenge jury instructions
Findings: present and challenge proposed findings of law and fact
Judgments: present and challenge proposed judgments and orders
Appeals: preserve and pursue appeal rights
Criminal Law
Understanding: know, recall, and state criminal law and procedure

Code
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6.4.2
Advice: advise as to defendant rights and prosecution powers
6.4.3
Investigation: advise as to criminal investigations
6.4.4
Charges: identify permissible charges and charge elements
6.4.5
Evidence: identify, obtain, and advise as to preserving evidence
6.4.6
Outcomes: evaluate and advise as to likely outcomes and options
6.4.7
Pretrial relief: advise as to and pursue bail and other pretrial relief
6.4.8
Pleas: identify, obtain, and present plea material
6.4.9
Representation: represent clients at criminallaw hearings and trials
6.4.10
Posttrial proceedings: advise as to and pursue posttrial relief
6.5
Torts
6.5.1
Understanding: know, recall, and state tort law and procedure
6.5.2
Claims: identify tort claims, elements, and defenses
6.5.3
Merits: evaluate and advise as to the merits of disputed torts claims
6.5.4
Evidence: identify the facts and evidence supporting cases
6.5.5
Representation: represent clients maintaining and defending tort claims
6.5.6
Related liability: identify and advise as to contribution and vicarious liability
6.5.7
Insurance: identify and advise as to indemnity and insurance issues
6.5.8
Immunities: identify and advise as to government and other immunities
6.5.9
Rights: identify and advise as to civilrights and constitutionaltort claims
6.5.10
Nofault: identify and advise on nofault and worker's compensation claims
6.5.11
Benefits: identify and advise as to Social Security and other disability claims
6.6
Civil procedure
6.6.1
Understanding: know, recall, and state rules and law of civil procedure
6.6.2
Alternatives: advise as to alternative means of resolving civil claims
6.6.3
Limitations: identify and comply with limitation periods
6.6.4
Jurisdiction: identify courts of appropriate jurisdiction
6.6.5
Pleading: follow procedures for bringing claims and raising defenses
6.6.6
Service: follow rules and conventions for service of court papers
6.6.7
Default: identify need for and follow default procedures
6.6.8
Evidence: identify evidentiary issues likely to arise at hearing
6.6.9
Settlement: negotiate and document settlement
6.6.10
Adjustments: identify tax, lien, and reimbursement implications
6.6.11
Enforcement: follow procedures for enforcing judgments and orders
6.7
Estate planning
6.7.1
Understanding: know, recall, and state probate and estate law
6.7.2
Intentions: advise as to and document decisions on testamentary intentions
6.7.3
Drafting: draft and obtain execution of wills, trusts, and powers of attorney
6.7.4
Capacity: identify and resolve issues of testamentary & beneficiary capacity
6.7.5
Coordination: coordinate estateplanning services with financial planners
6.7.6
Procedures: probate estates and determine necessity of probate
6.7.7
Contests: advise as to and act to resolve disputed estates

Code

6.7.8
6.8
6.8.1
6.8.2
6.8.3
6.8.4
6.9
6.9.1
6.9.2
6.9.3
6.9.4
6.10
6.10.1
6.10.2
6.10.3
6.10.4
6.10.5
7
7.1
7.2
8
8.1
8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2

Alabama Competency Model Lawyers
Taxation: identify tax implications of wealth transfers
Real Estate
Understand basic property law draft deeds, leases, mortgages, etc.
Land title research
Land line, easements, oil and gas rights
Land use restrictions
Constitutional law
Understanding: know, recall, and state and federal law and procedure
Rights: identify and advise as to constitutional rights
Merits: evaluate the merits of constitutional claims
Representation: represent clients regarding constitutional claims
Contracts
Understanding: know, recall, and state contract law and procedure
Advice: identify and advise as to contract rights and obligations
Merits: evaluate and advise as to the merits of disputed contract claims
Remedies: identify and advise as to contract remedies
Representation: represent clients regarding contract claims

Tier 7: Occupation Specific Requirements
Doctoral or professional degree
Licensed Attorney at Law

Tier 8: Management Competencies

Ethics
Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

LAW

Paralegals & Legal Assistants
ACCCP

Legal Services

Code

Alabama Competency Model Paralegals and Legal Assistants

1
Tier 1: Personal Effectiveness Competencies
1.1
Interpersonal Skills: Displaying the skills to work effectively with others from diverse backgrounds.
1.1.1
Demonstrating sensitivity/empathy
1.1.1.1
Show sincere interest in others and their concerns.
1.1.1.2
Demonstrate sensitivity to the needs and feelings of others.
1.1.1.3
Look for ways to help people and deliver assistance.
1.1.2
Demonstrating insight into behavior
Recognize and accurately interpret the communications of others as expressed through various
1.1.2.1
formats (e.g., writing, speech, American Sign Language, computers, etc.).
1.1.2.2
Recognize when relationships with others are strained.
1.1.2.3
Show understanding of others’ behaviors and motives by demonstrating appropriate responses.
1.1.2.4
Demonstrate flexibility for change based on the ideas and actions of others.
1.1.3
Maintaining open relationships
1.1.3.1
Maintain open lines of communication with others.
1.1.3.2
Encourage others to share problems and successes.
1.1.3.3
Establish a high degree of trust and credibility with others.
1.1.4
Respecting diversity
1.1.4.1
Demonstrate respect for coworkers, colleagues, and customers.
Interact respectfully and cooperatively with others who are of a different race, culture, or age, or
1.1.4.2
have different abilities, gender, or sexual orientation.
Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values,
1.1.4.3
beliefs, perspectives, customs, or opinions.
1.1.4.4
Value an environment that supports and accommodates a diversity of people and ideas.
1.2
Integrity: Displaying strong moral principles and work ethic.
1.2.1
Behaving ethically
1.2.1.1
Abide by a strict code of ethics and behavior, even in the face of opposition.
1.2.1.2
Encourage others to behave ethically
1.2.1.3
Understand that behaving ethically goes beyond what the law requires.
1.2.1.4
Use company time and property responsibly.
Perform work-related duties according to laws, regulations, contract provisions, and company
1.2.1.5
policies.
1.2.2
Acting fairly
1.2.2.1
Treat others with honesty, fairness, and respect.
1.2.2.2
Make decisions that are objective and reflect the just treatment of others.
1.2.3
Taking responsibility
1.2.3.1
Take responsibility for accomplishing work goals within accepted timeframes.
Accept responsibility for one’s decisions and actions and for those of one’s group, team, or
1.2.3.2
department.
1.3
Professionalism: Maintaining a professional presence.
1.3.1
Demonstrating self-control
1.3.1.1
Maintain composure and keep emotions in check.

Code

1.3.1.2
1.3.1.3
1.3.2
1.3.2.1
1.3.2.2
1.3.2.3
1.3.3
1.3.3.1
1.3.3.2
1.3.4
1.3.4.1
1.3.4.2
1.3.4.3
1.4
1.4.1
1.4.1.1
1.4.1.2
1.4.2
1.4.2.1
1.4.2.2
1.4.2.3
1.4.3
1.4.3.1
1.4.3.2
1.4.3.3
1.4.4
1.4.4.1
1.4.4.2
1.4.4.3
1.4.4.4
1.4.5
1.4.5.1
1.4.5.2
1.5
1.5.1
1.5.1.1
1.5.1.2
1.5.1.3
1.5.2

Alabama Competency Model Paralegals and Legal Assistants
Deal calmly and effectively with stressful or difficult situations.
Accept criticism tactfully and attempt to learn from it.
Professional appearance
Maintain a professional demeanor.
Dress appropriately for occupational and worksite requirements.
Maintain appropriate personal hygiene.
Social responsibility
Refrain from lifestyle choices which negatively impact the workplace and individual performance.
Remain free from substance abuse.
Maintaining a positive attitude
Project a professional image of oneself and the organization.
Demonstrate a positive attitude towards work.
Take pride in one’s work and the work of the organization.
Initiative: Demonstrating a commitment to effective job performance by taking action on one’s own and
following through to get the job done.
Persisting
Pursue work with drive and a strong accomplishment orientation.
Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks.
Taking initiative
Go beyond the routine demands of the job to increase its variety and scope.
Provide suggestions and/or take actions that result in improved work processes, communications, or
task performance.
Take initiative to seek out new work challenges, influence events, or originate action.
Setting challenging goals
Establish and maintain personally challenging but realistic work goals.
Exert effort toward task mastery.
Bring issues to closure by pushing forward until a resolution is achieved.
Working independently
Develop own ways of working effectively and efficiently.
Perform effectively even with minimal direction, support, or approval.
Set own schedule to maximize productivity.
Take responsibility for completing one’s own work assignments.
Achievement motivation
Strive to exceed standards and expectations.
Exhibit confidence in capabilities and an expectation to succeed in future activities.
Dependability and Reliability: Displaying responsible behaviors at work.
Fulfilling obligations
Behave consistently and predictably.
Is reliable, responsible, and dependable in fulfilling obligations.
Diligently follow through on commitments and consistently complete assignments by deadlines.
Attendance and punctuality

Code

1.5.2.1
1.5.2.2
1.5.2.3
1.5.3
1.5.3.1
1.5.3.2
1.5.4
1.5.4.1
1.5.4.2
1.5.4.3
1.6
1.6.1
1.6.1.1
1.6.1.2
1.6.1.3
1.6.2
1.6.2.1
1.6.2.2
1.6.2.3
1.7
1.7.1
1.7.1.1
1.7.1.2
1.7.1.3
1.7.1.4
1.7.2
1.7.2.1
1.7.2.2
1.7.2.3
1.7.3
1.7.3.1
1.7.3.2
1.7.4
1.7.4.1

Alabama Competency Model Paralegals and Legal Assistants
Come to work on time and as scheduled.
Arrive on time for meetings or appointments.
Dial in to phone calls and web conferences on time.
Attending to details
Diligently check work to ensure that all essential details have been considered.
Notice errors or inconsistencies and take prompt, thorough action to correct them.
Following directions
Follow directions as communicated in a variety of ways such as writing, speech, American Sign
Language, computers, or other formats.
Comply with organizational rules, policies, and procedures.
Ask appropriate questions to clarify any instructional ambiguities.
Adaptability and Flexibility: Displaying the capability to adapt to new, different, or changing
requirements.
Entertaining new ideas
Is open to considering new ways of doing things.
Actively seek out and carefully consider the merits of new approaches to work.
Embrace new approaches when appropriate and discard approaches that are no longer working.
Dealing with change
Take proper and effective action when necessary without having all the necessary facts in hand.
Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events,
pressures, situations, and job demands.
Effortlessly shift gears and change direction when working on multiple projects or issues.
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge
Demonstrating an interest in learning
Take actions showing an interest in personal and professional lifelong learning and development.
Seek feedback from multiple sources about how to improve and develop.
Modify behavior based on feedback or self-analysis of past mistakes.
Learn and accept help from supervisors and co-workers.
Participating in learning activities
Identify when it is necessary to acquire new knowledge and skills.
Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one’s role
successfully by participating in relevant training and professional development programs.
Actively pursue opportunities to broaden knowledge and skills through seminars, conferences,
professional groups, reading publications, job shadowing, and/or continuing education.
Using change as a learning opportunity
Anticipate changes in work demands and search for and participate in assignments or training that
address these changing demands.
Treat unexpected circumstances as opportunities to learn.
Identifying career interests
Take charge of personal career development by identifying occupational interests, strengths,
options, and opportunities.

Code

1.7.4.2
1.7.5
1.7.5.1
1.7.5.2
2
2.1
2.1.1
2.1.1.1
2.1.1.2
2.1.1.3
2.1.2
2.1.2.1
2.1.2.2
2.1.2.3
2.1.2.4
2.1.3
2.1.3.1
2.1.3.2
2.1.3.3
2.1.3.4
2.1.3.5
2.1.4
2.1.4.1
2.1.4.2
2.1.4.3
2.2
2.2.1
2.2.1.1
2.2.1.2
2.2.1.3
2.2.1.4
2.2.1.5
2.2.1.6
2.2.2
2.2.2.1

Alabama Competency Model Paralegals and Legal Assistants
Make insightful career planning decisions that integrate others’ feedback.
Integrating and applying learning
Integrate newly learned knowledge and skills with existing knowledge and skills.
Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar
situations.

Tier 2: Academic Competencies

Reading: Understanding written sentences, paragraphs, and figures in work-related documents (with
accommodation if necessary).
Comprehension
Locate and understand written information in prose and in documents such as manuals, reports,
memos, letters, forms, graphs, charts, tables, calendars, schedules, signs, notices, applications,
contracts, regulations, and directions.
Understand the purpose of written materials.
Comprehend the author’s meaning and identify the main ideas expressed in the written material.
Attention to detail
Note details and facts.
Detect inconsistencies.
Identify implied meaning and details.
Recognize missing information.
Information analysis
Critically evaluate and analyze information in written materials.
Review written information for completeness and relevance.
Distinguish fact from opinion.
Identify trends.
Synthesize information from multiple written materials.
Information integration
Integrate what is learned from written materials with prior knowledge.
Use what is learned from written material to follow instructions and complete tasks.
Apply what is learned from written material to new situations.
Writing: Using standard (business) English to compile information and prepare written documents.
Organization and development
Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow
charts.
Communicate thoughts, ideas, information, messages, and other written information, which may
contain technical material, in a logical, organized, and coherent manner.
Present well-developed ideas supported by information and examples.
Proofread finished documents for errors.
Tailor content to appropriate audience and purpose.
Distribute written materials appropriately for intended audiences and purposes.
Mechanics
Use standard syntax and sentence structure.

Code

2.2.2.2
2.2.2.3
2.2.2.4
2.2.3
2.2.3.1
2.2.3.2
2.2.3.3
2.3
2.3.1
2.3.1.1
2.3.1.2
2.3.1.3
2.3.1.4
2.3.1.5
2.3.1.6
2.3.2
2.3.2.1
2.3.2.2
2.3.2.3
2.3.3
2.3.3.1
2.3.3.2
2.4
2.4.1
2.4.1.1
2.4.1.2
2.4.1.3
2.4.2
2.4.2.1
2.5
2.5.1
2.5.1.1
2.5.1.2
2.5.1.3
2.5.1.4

Alabama Competency Model Paralegals and Legal Assistants
Use correct spelling, punctuation, and capitalization.
Use correct English grammar (e.g., correct tense, subject-verb agreement, no missing words).
Write legibly when using handwriting to communicate.
Tone
Use language appropriate for the target audience.
Use a tone and word choice appropriate for the industry and organization (e.g., writing is
professional and courteous).
Show insight, perception, and depth in writing.
Mathematics: Uses principles of mathematics to express ideas and solve problems.
Computation
Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents.
Calculate averages, ratios, proportions, and rates.
Convert decimals to fractions and fractions to decimals.
Convert fractions to percents and percents to fractions.
Convert decimals to percents and percents to decimals.
Understand relationships between numbers and identify and understand patterns.
Measurement and estimation
Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume,
weight, velocity, and speed.
Use and report measurements correctly.
Correctly convert from one measurement to another (e.g., from English to metric or International
System of Units (SI), or Fahrenheit to Celsius).
Application
Use appropriate mathematical formulas and techniques to solve problems.
Translate practical problems into useful mathematical expressions.
Science and Technology: Using scientific rules and methods to express ideas and solve problems.
Comprehension
Understand basic scientific principles and uses appropriate technology.
Understand the scientific method (i.e., identify problems, collect information, form opinions and
draw conclusions).
Understand overall intent and proper procedures for set-up and operation of equipment.
Application
Apply basic scientific principles and technology to complete tasks.
Communication: Listening, speaking, and signaling so others can understand (with accommodation if
Communicating
Express relevant information appropriately to individuals or groups taking into account the audience
and the nature of the information (e.g., technical or controversial).
Convey information clearly, correctly, and succinctly.
Use common English conventions including proper grammar, tone, and pace.
Effectively establish interpersonal contact with one or more individuals using eye contact, body
language and non-verbal expression as appropriate to the person’s culture.

Code

2.5.1.5
2.5.2
2.5.2.1
2.5.2.2
2.5.2.3
2.5.2.4
2.5.2.5
2.5.2.6
2.5.3
2.5.3.1
2.5.3.2
2.5.3.3
2.5.4
2.5.4.1
2.5.4.2
2.5.4.3
2.6
2.6.1
2.6.1.1
2.6.1.2
2.6.1.3
2.6.1.4
2.6.1.5
2.6.2
2.6.2.1
2.6.2.2
2.7
2.7.1
2.7.1.1
2.7.1.2

Alabama Competency Model Paralegals and Legal Assistants
Ask questions or report problems or concerns to people in authority when information or
procedures are unclear or need improvement, or when feeling unsafe or threatened in the
workplace.
Receiving information
Attend to, understand, interpret, and respond to messages received in a variety of ways, including
hearing, American Sign Language, instant messaging, text-to-speech devices, and other methods.
Comprehend complex instructions.
Identify feelings and concerns communicated in various formats, such as writing, speech, American
Sign Language, computers, etc. and responds appropriately.
Consider others’ viewpoints and alter opinion when it is appropriate to do so.
Apply active interpersonal communication skills using reflection, restatement, questioning, and
clarification.
Effectively answer questions of others or communicate an inability to do so and suggest other
sources of answers.
Observing carefully
Notice nonverbal cues and respond appropriately.
Attend to visual sources of information (e.g., video).
Ascertain relevant visual information and use appropriately.
Persuasion/Influence
Influence others.
Persuasively present thoughts and ideas.
Gain commitment and ensure support for proposed ideas.
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw
conclusions.
Reasoning
Possess sufficient inductive and deductive reasoning ability to perform job successfully.
Critically review, analyze, synthesize, compare, and interpret information.
Draw conclusions from relevant and/or missing information.
Understand the principles underlying the relationship among facts and apply this understanding
when solving problems.
Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches
to a problem.
Mental agility
Identify connections between issues.
Quickly understand, orient to, and integrate new information.
Basic Computer Skills: Using information technology and related applications to convey and retrieve
information (with accommodation when necessary).
Computer basics
Understand the basic functions and terminology related to computer hardware, software,
information systems, and communication devices.
Use basic computer software, hardware, and communication devices to perform tasks.

Code

2.7.2
2.7.2.1
2.7.2.2
2.7.2.3
2.7.2.4
2.7.2.5
2.7.3
2.7.3.1
2.7.3.2
2.7.3.3
2.7.3.4
2.7.3.5
2.7.4
2.7.4.1
2.7.4.2
2.7.4.3
2.7.4.4

Alabama Competency Model Paralegals and Legal Assistants
Using software
Use word processing software to compose, organize, edit, and print documents and other business
communications.
Use spreadsheet software to enter, manipulate, edit, and format text and numerical data.
Use presentation software to create, manipulate, edit, and present digital representations of
information to an audience.
Use database software to manage data.
Create and maintain a well-organized electronic file storage system.
Using the Internet and email
Use the Internet to search for online information and interact with Web sites.
Use the Internet and web-based tools to manage basic workplace tasks (e.g., calendar management,
contacts management, and timekeeping).
Use electronic mail to communicate in the workplace.
Understand the different types of social media and their appropriate workplace and non-workplace
uses, and the impact that various social media activities can have on one’s personal and professional
Employ collaborative/groupware applications to facilitate group work.
Ensuring computer security
Understand and comply with the organization’s privacy policy and information security guidelines.
Defend against potential abuses of private information.
Recognize and respond appropriately to suspicious vulnerabilities and threats.
Use the most recent security software, web browser, and operating system to protect against online
threats.
Utilize strong passwords, passphrases, and basic encryption.
Recognize secure Web addresses.

2.7.4.5
2.7.4.6
3
Tier 3: Workplace Competencies
3.1
Teamwork: Working cooperatively with others to complete work assignments.
3.1.1
Identifying team membership and role
3.1.1.1
Serve as a leader or a follower, depending on what is needed to achieve the team’s goals and
3.1.1.2
Identify and draw upon team members’ strengths and weaknesses to achieve results.
3.1.1.3
Instruct others in learning new skills and learn from other team members.
3.1.1.4
Assist others who have less experience or have heavy workloads.
3.1.1.5
Encourage others to express their ideas and opinions.
3.1.2
Establishing productive relationships
3.1.2.1
Develop constructive and cooperative working relationships with others.
3.1.2.2
Exhibit tact and diplomacy and strive to build consensus.
Deliver constructive criticism and voice objections to others’ ideas and opinions in a supportive, non3.1.2.3
accusatory manner.
3.1.2.4
Respond appropriately to positive and negative feedback.
Effectively communicate with all members of the group or team to achieve team goals and
3.1.2.5
objectives.
3.1.3
Meeting team objectives

Code

3.1.3.1
3.1.3.2
3.1.3.3
3.1.3.4
3.1.4
3.1.4.1
3.1.4.2
3.1.4.3
3.2
3.2.1
3.2.1.1
3.2.1.2
3.2.1.3
3.2.2
3.2.2.1
3.2.2.2
3.2.2.3
3.2.2.4
3.2.2.5
3.2.2.6
3.2.3
3.2.3.1
3.2.3.2
3.2.3.3
3.2.4
3.2.4.1
3.2.4.2
3.2.4.3
3.2.4.4
3.3
3.3.1
3.3.1.1
3.3.1.2
3.3.1.3
3.3.1.4

Alabama Competency Model Paralegals and Legal Assistants
Work as part of a team, contributing to the group’s effort to achieve goals.
Identify and commit to the goals, norms, values, and customs of the team.
Choose behaviors and actions that best support the team and accomplishment of work tasks.
Use a group approach to identify problems and develop solutions based on group consensus.
Resolving conflicts
Bring others together to reconcile differences.
Handle conflicts maturely by exercising “give and take” to achieve positive results for all parties.
Reach formal or informal agreements that promote mutual goals and interests, and obtain
commitment to those agreements from individuals or groups.
Customer Focus: Efficiently and effectively addressing the needs of clients/customers.
Understanding customer needs
Identify internal and external customers.
Attend to what customers are saying and ask questions to identify customer needs, interests, and
goals.
Anticipate the future needs of the customer.
Providing personalized service
Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and
concerns of customers.
Provide thorough, accurate information to answer customers’ questions and inform them of
commitment times or performance guarantees.
Address customer comments, questions, concerns, and objections with direct, accurate, and timely
responses.
Identify and propose appropriate solutions and/or services.
Establish boundaries as appropriate for unreasonable customer demands.
Communicate in the medium desired by the customer.
Acting professionally
Is pleasant, courteous, and professional when dealing with internal or external customers.
Develop constructive and cooperative working relationships with customers.
Is calm and empathetic when dealing with hostile customers.
Keeping customers informed
Follow up with customers following provision of service.
Keep customers up to date about decisions that affect them.
Seek the comments, criticisms, and involvement of customers.
Adjust services based on customer feedback.
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish
assigned tasks.
Planning
Approach work in a methodical manner.
Plan and schedule tasks so that work is completed on time.
Keep track of details to ensure work is performed accurately and completely.
Anticipate obstacles to project completion and develop contingency plans to address them.

Code

3.3.1.5
3.3.2
3.3.2.1
3.3.2.2
3.3.3
3.3.3.1
3.3.3.2
3.3.3.3
3.3.3.4
3.3.3.5
3.3.3.6
3.3.3.7
3.4
3.4.1
3.4.1.1
3.4.1.2
3.4.2
3.4.2.1
3.4.2.2
3.4.2.3
3.4.2.4
3.4.3
3.4.3.1
3.4.3.2
3.4.3.3
3.5
3.5.1
3.5.1.1
3.5.1.2
3.5.1.3
3.5.1.4
3.5.1.5
3.5.2
3.5.2.1

Alabama Competency Model Paralegals and Legal Assistants
Find new ways of organizing work area or planning work to accomplish work more efficiently.
Prioritizing
Prioritize multiple competing tasks.
Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance.
Managing projects
Estimate personnel and other resources needed for project completion (e.g., financial material or
equipment).
Manage activities to meet plans, allocating time and resources effectively.
Keep track of and document plans, assignments, changes, and deliverables.
Plan for dependencies of one task on another.
Coordinate efforts with all affected parties, keeping them informed of progress and all relevant
changes to project timelines.
Take necessary corrective action when projects go off track.
Assure job accommodations are made for personnel who need or request them.
Creative Thinking: Generating innovative and creative solutions.
Employing unique analyses
Use original analyses and generate new, innovative ideas in complex areas.
Develop innovative methods of obtaining or using resources when insufficient resources are
available.
Generating innovative solutions
Integrate seemingly unrelated information to develop creative processes or solutions.
Reframe problems in a different light to find fresh approaches.
Entertain wide-ranging possibilities and perspectives to develop new solutions.
Find new ways to add value to the efforts of a team and organization.
Seeing the big picture
Understand the pieces of a system as a whole and appreciate the consequences of actions on other
parts of the system.
Monitor patterns and trends to see a bigger picture.
Modify or design systems to improve performance.
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems.
Identifying the problem
Anticipate or recognize the existence of a problem or objection.
Identify the true nature of the problem and define critical issues.
Evaluate the importance and criticality of the problem.
Use all available reference systems to locate and obtain information relevant to understanding the
problem.
Recall previously learned information that is relevant to the problem.
Locating, gathering, and organizing relevant information
Effectively use both internal resources (e.g., internal computer networks, company filing systems)
and external resources (e.g., internet search engines) to locate and gather information relevant to
solving the problem.

Code

3.5.2.2
3.5.2.3
3.5.2.4
3.5.3
3.5.3.1
3.5.3.2
3.5.4
3.5.4.1
3.5.4.2
3.5.5
3.5.5.1
3.5.5.2
3.5.5.3
3.5.5.4
3.6
3.6.1
3.6.1.1
3.6.1.2
3.6.2
3.6.2.1
3.6.3
3.6.3.1
3.6.3.2
3.6.3.3
3.6.3.4
3.6.4
3.6.4.1
3.6.4.2
3.6.4.3
3.6.4.4
3.7
3.7.1

Alabama Competency Model Paralegals and Legal Assistants
Examine information obtained for relevance and completeness.
Recognize important gaps in existing information and take steps to eliminate those gaps.
Organize/reorganize information as appropriate to gain a better understanding of the problem.
Generating alternatives
Integrate previously learned and externally obtained information to generate a variety of highquality alternative approaches to the problem.
Skillfully use logic and analysis to identify the strengths and weaknesses, the costs and benefits, and
the short- and long-term consequences of different solutions or approaches.
Choosing a solution
Decisively choose the best solution after evaluating the relative merits of each possible option.
Make difficult decisions even in highly ambiguous or ill-defined situations.
Implementing the solution
Commit to a solution in a timely manner.
Develop a realistic approach for implementing the chosen solution.
Document the problem and corrective actions taken and their outcomes and communicate these to
the appropriate parties.
Observe and evaluate the outcomes of implementing the solution to assess the need for alternative
approaches and to identify lessons learned.
Working with Tools and Technology: Selecting, using, and maintaining tools and technology to facilitate
work activity (with accommodation, when necessary).
Using tools
Operate tools, technology, and equipment in accordance with established operating procedures and
safety standards.
Demonstrate appropriate use of tools and technology to complete work functions.
Selecting tools
Select and apply appropriate tools or technological solutions to the problem at hand.
Keeping current on tools and technology
Demonstrate an interest in learning about new and emerging tools and technologies.
Demonstrate information literacy.
Adapt quickly to changes in process or technology.
Seek out opportunities to improve knowledge of tools and technologies that may assist in
streamlining work and improving productivity.
Troubleshooting and maintenance
Learn how to maintain and troubleshoot tools and technologies.
Perform routine maintenance on tools, technology, and equipment.
Determine causes of errors and take the appropriate corrective action.
Develop alternatives to complete a task if desired tool or technology is not available.
Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and
economically as possible.
Arranging and informing

Code

3.7.1.1
3.7.1.2
3.7.1.3
3.7.1.4
3.7.1.5
3.7.2
3.7.2.1
3.7.2.2
3.7.2.3
3.7.3
3.7.3.1
3.7.3.2
3.7.3.3
3.8
3.8.1
3.8.1.1
3.8.1.2
3.8.1.3
3.8.2
3.8.2.1
3.8.2.2
3.8.2.3
3.8.2.4
3.8.3
3.8.3.1
3.8.3.2
3.8.3.3
3.8.3.4
3.8.4
3.8.4.1
3.8.4.2
3.8.4.3
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Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and
economically as possible.
Inform others of arrangements, giving them complete, accurate, and timely information.
Ensure that others receive needed materials in time.
Handle all aspects of arrangements thoroughly and completely.
Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel
issues, and take corrective action.
Coordinating in distributed environments
Coordinate schedules of colleagues, co-workers, and clients in regional locations. (i.e., across time
zones) to ensure that inconvenience is minimized and productivity is enhanced.
Leverage technology (e.g., internet, teleconference) to facilitate information sharing in distributed
work environments.
Take advantage of team member availability throughout business hours in multiple time zones to
enhance productivity.
Shiftwork
Effectively coordinate the transition of staff at the beginning and end of each work shift.
Disseminate crucial information in an organized manner to rapidly bring staff up to speed at the
start of their shifts.
Ensure that staff is updated on work completed on past shifts and work that still needs to be
completed.
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining
information in written or electronic/digital format.
Detecting errors
Detect and correct errors or inconsistencies, even under time pressure.
Identify vague or ambiguous documentation.
Route errors to appropriate person to correct documentation.
Completing forms
Select and complete appropriate forms quickly and completely.
Forward or process forms in a timely and accurate manner.
Attend to and follow through on important items requiring action.
Expedite forms, orders, or advances that require immediate attention.
Obtaining information
Obtain appropriate information, signatures, and approvals promptly.
Verify that all information is present and accurate before forwarding materials.
Compile, categorize, and verify information or data.
Apply systematic techniques for observing and gathering data.
Maintaining logs, records, and files
Organize records and files to maintain data.
Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight
records, repair records).
Update logs, records, and files, noting important changes.

Code
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3.8.4.4
File data and documentation in accordance with organization’s requirements.
3.9
Business Fundamentals: Using information on basic business principles, trends, and economics.
3.9.1
Situational awareness
3.9.1.1
Understand the mission, structure, and functions of the organization.
Recognize one’s role in the functioning of the organization and understand the potential impact
3.9.1.2
one’s own performance can have on the success of the organization.
3.9.1.3
Grasp the potential impact of the company’s well-being on employees.
3.9.2
Business ethics
3.9.2.1
Act in the best interest of the company, the community, and the environment.
Comply with applicable laws and rules governing work and report loss, waste, or theft of company
3.9.2.2
property to appropriate personnel.
3.9.3
Market knowledge
3.9.3.1
Understand market trends in the industry and the company’s position in the market.
Know who the company’s primary competitors are and stay current on organizational strategies to
3.9.3.2
maintain competitiveness.
3.9.3.3
Uphold the organization through building and maintaining customer relations.
Recognize major challenges faced by the organization and industry, and identify key strategies to
3.9.3.4
address challenges.
4
Tier 4: Ready to Work Cluster-Specific Competencies
4.1
Inclusiveness
4.1.1
Demonstrates respect for people and their differences.
4.1.2
Values the perspectives and contributions of all people.
4.1.3
Sees diversity as an opportunity.
Incorporate the needs, assets, and perspectives of diverse communities into the design of inclusive
4.1.4
programs.
4.1.5
Create workplace where people of all backgrounds and cultures feel included, welcome, and valued.
4.1.6
Foster a healthy, productive, ethical, fair and affirming community.
4.2
Stress Management
4.2.1
Functions well under stress.
4.2.2
4.2.3
4.2.4
4.2.5
4.3
4.3.1
4.3.2
4.3.3
4.3.4
4.3.5
4.3.6

Maintaining stable performance under pressure or opposition such as time pressure or job ambiguity.
Handling stress in a manner that is acceptable to others and to the organization.
Accepts pressure and maintains composure and perspective in tense situations.
Identifies and uses strategies and actions to take to change stressful situations.
Judgment and Accountability
An opinion or decision that is based on careful thought.
Obligation or willingness to accept responsibility.
Recognizes when to escalate appropriate situations to a higher level of authority.
Makes timely decisions with quality outcomes.
Analyzes and solves problems by dealing with facts and taking responsibility.
Considers costs and benefits of potential actions to choose the most appropriate one.

Code

4.3.7
4.3.8
4.4
4.5
4.5.1
4.5.2
4.5.3
5
5.1
5.1.1
5.1.2
5.1.3
5.1.4
5.1.5
5.1.6
5.1.7
5.1.8
5.1.9
5.2
5.2.1
5.2.2
5.2.3
5.2.4
5.2.5
5.3
5.3.1
5.3.2
5.3.3
5.3.4
5.3.5
5.3.6
5.3.7
5.3.8
5.4
5.4.1
5.4.2
5.4.3
5.4.4
5.4.5
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Distinguishes between facts and opinions.
Applies adequate criteria in forming judgments.
Social Awareness: Being aware of relevant social, political and professional trends and developments and
considering these factors when making decisions
Endurance: The ability to be active for a long period of time when required; having stamina.
Is able to focus and work hard for hours on end
Is able to spread his/her energy effectively
Recuperates quickly after long and intensive work

Tier 5: Career Pathway Technical Competencies

Conduct
Fees: form and document ethical and fair fee agreements
Always advocate for client
Conflicts: avoid conflicts of interest
Confidentiality: maintain confidentiality
Honesty: communicate truthfully
Fair dealing: deal fairly with opposing parties and unrepresented persons
Serve all clients regardless of disability
Client property: properly maintain trust accounts and client property
Consequences: articulate the consequences for failure to comply
Insight: Deconstructing problems and systematically investigating the various components. Having a
complete picture of the context and overview of the whole problem.
Can read relationships and connections
Has insight into complex situations, problems and processes
Explains simple logical connections and relationships
Investigates and analyzes systematically
Anticipates problems and responds appropriately to them
Legal method & Analysis
Facts: identify relevant facts and recognize and assemble fact patterns
Theory: formulate and elaborate relevant legal theories and options
Issues: identify unresolved legal and factual issues
Authority: identify controlling and advisory authority relating to issues
Analysis: apply law to facts analyzing merits and predicting outcomes
Evaluation: evaluate and critique theories and analysis
Synthesis: synthesize complex law and facts into meaningful order and solutions
Diversify: employ multiple measures for evaluating legal problems
Knowledge of Basis Legal Subject Matter
Basic Knowledge of Criminal Law and Procedure
Basic knowledge of Civil Law and Procedure
Basic Knowledge of Contract Law
Basic Knowledge of Real Estate Law
Basic Knowledge of Wills, Trusts and Estates

Code

5.5
5.5.1
5.5.2
5.5.3
5.5.4
5.5.5
5.6
5.6.1
5.6.2
5.6.3
5.6.4
5.6.5
6
6.1
6.1.1
6.1.2
6.1.3
6.1.4
6.1.5
6.1.6
6.1.7
6.1.8
6.1.9
6.1.10
6.1.11
6.1.12
6.1.13
6.1.14
6.1.15
6.1.16
6.2
6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.2.8
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Interviewing
Preparation: prepare for client and other interviews
Conduct: conduct appropriate interviews
Monitoring: monitor and adapt interviews for effectiveness
Documentation: document interview outcomes
Action: act on interview results
Researching
Need: identify the need for legal research
Planning: articulate and implement a research plan
Memorializing: memorialize research results in an appropriate form
Monitoring: monitor law changes affecting completed research
Technology: use electronic research tools

Tier 6: Occupation Specific Technical Competencies

Research
Investigate background and facts of cases
Obtain records and information using: law library, court records, electronic search tools, document
retrieval services, etc.
Ensure all relevant information is uncovered about case
Write a summary report including all pertinent information
Investigate prior relevant cases, research legal data based on statutory law or decisions
Identify and review appropriate statutes, codes and rules
Identify and review appropriate case law and legal opinions
Identify and review appropriate legal articles
Perform database, internet and library searches
Prepare drafts of briefs or arguments
Review and analyze legislative histories
Track and analyze pending legislation
Submit documents and information from searches to attorneys for review and approval for use
Organize relevant information
Prepare a summary of relevant information
Conduct any additional searches as requested by attorney
Document Prep Under Attorney Supervision
Complete various legal forms, such as information retrieval requests, document retrieval requests, and
client information profiles.
Decide which forms need to be used
Obtain records or information in order to accurately complete
Forms
Fill in all information needed on forms
Submit forms properly
Prepare legal correspondence
Analyze what correspondence is necessary

Code

6.2.9
6.2.10
6.2.11
6.2.12
6.2.13
6.2.14
6.2.15
6.2.16
6.2.17
6.2.18
6.2.19
6.3
6.3.1
6.3.2
6.3.3
6.3.4
6.3.5
6.3.6
6.3.7
6.3.8
6.3.9
6.3.10
6.3.11
6.3.12
6.3.13
6.3.14
6.3.15
6.3.16
6.4
6.4.1
6.4.2
6.4.3
6.4.4
6.4.5
6.4.6
6.4.7
6.4.8
6.4.9
6.4.10
6.4.11
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Obtain all information that needs to be included in correspondence
Write and proofread correspondence in proper media (e.g., e-mail, letter, etc.),
Prepare litigation documents such as pleadings, subpoenas, discovery, appeals, motions, affidavits, and
agreements
Prepare appropriate documents in a timely fashion
Review documents for accuracy and completeness
File pleadings with court clerk and serve opposing counsel
Distribute copies of other documents as appropriate
Prepare other documents specific to area of practice
Identify document that needs to be prepared
Gather information that needs to be included in document
Draft and review document
Document Management
Develop or maintain a document filing system
Utilize various filing systems as appropriate
Set up and index files as appropriate
Place files in predictable and findableorder
Maintain and utilize a database
Input pertinent information into database
Retrieve appropriate information from database
Print reports as needed
Evaluate and recommend changes in database
File documents
Review and categorize documents for filing
Place in correct file
Update index periodically
Organize and maintain law libraries
Maintain and renew subscriptions for legal publications
Monitor and update legal reference tools
Administrative
Develop and maintain paper and/or electronic calendar and tickler systems
Calculates deadlines, and creates a system for keeping the deadline
Schedule appointments
Schedule follow-up activities
Maintain general administrative files
Create files
Add new information to file as it becomes available
Purge files and store records for necessary length of time, according to law and to office procedures
Participate in office meetings
Plan office meetings, including date, time, place, and agenda for the meeting
Attend meeting and ensure accurate minutes are being taken

Code
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6.4.12
Communicate meeting information to all appropriate persons
6.4.13
Prepare billing information
6.4.14
Track amount of time spent working on each case
6.4.15
Compile list of time spent working on all cases on a weekly or monthly basis, according to policy
6.4.16
Review billing information submitted by office staff and correct information as required
6.4.17
Coordinate with legal secretaries and other support staff as needed
6.4.18
Delegate work to others as appropriate
6.4.19
Evaluate staff performance as necessary
6.4.20
Assist in interviewing legal assistant applicants
6.4.21
Train personnel as needed
6.4.22
Perform other duties as assigned
6.4.23
Act as notary as required
6.4.24
Mail, fax or arrange for delivery of legal correspondence to clients,
6.4.25
Witnesses, and court officials.
6.4.26
Maintain financial and other office records
6.4.27
Receive and place telephone calls/emails as needed
6.4.28
Ensure all documents are stamped with date received
6.4.29
Compile administrative reports such as statistical reports, time records, etc.
6.4.30
Apply computer literacy for most efficient and effective use of computer applications
6.4.31
Utilize word processing, database, spreadsheet and presentation software proficiently
6.4.32
Evaluate/recommend updated software
6.4.33
Type a minimum of 50 wpm with 90% accuracy
6.5
Client Relations
6.5.1
Serve as liaison between client and attorney under supervision and control of attorney
6.5.2
Relay answers to client’s questions as appropriate
6.5.3
Relay explanation of applicable laws to clients
6.5.4
Relay explanation of legal options to clients
6.5.5
Relay explanation of next action to clients
6.5.6
Relay clients' questions and concerns to attorney through written or verbal communication
6.5.7
Maintain regular contact with clients under supervision and control of attorney
6.5.8
Schedule meetings
6.5.9
Maintain awareness of client’s costs
6.5.10
Respond in a timely manner to client requirements
6.5.11
Provide clients with copies as appropriate
6.5.12
Assist in resolving problems or complaints
6.5.13
Listen attentively to client problem or complaint
6.5.14
Discuss issues with attorney and others as directed
6.5.15
Recommend to attorney action needed to resolve issue
6.6
Trial Prep
6.6.1
Prepare trial exhibits
6.6.2
Prepare and file list of exhibits with court

Code

6.6.3
6.6.4
6.6.5
6.6.6
6.6.7
6.6.8
6.6.9
6.6.10
6.6.11
6.6.12
6.6.13
6.6.14
6.6.15
6.6.16
6.6.17
6.6.18
6.6.19
6.6.20
6.6.21
6.7
6.7.1
6.7.2
6.7.3
6.7.4
6.7.5
6.7.6
6.7.7
6.7.8
6.7.9
6.7.10
6.7.11
6.7.12
6.7.13
6.7.14
6.7.15
6.7.16
7
7.1
8
8.1
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Arrange for preparation of exhibit for use in trial
Prepare Witnesses for Trial
Prepare and file list of witnesses with court
Assist in determining order of witnesses
Schedule witnesses for court appearance
Prepare witnesses for court appearance
Interview necessary parties as assigned
Interview clients, third parties, witnesses
Prepare summary of interviews
Prepare witness statements
Manage discovery process
Calculate and meet discovery deadlines
Arrange depositions with witnesses, court reporter, and opposing counsel
Attend depositions and assist attorney as needed
Ensure that witness reviews, signs and returns depositions
Perform trial preparation as needed
Prepare trial notebooks
Summarize depositions
Abstract juror profile information
Trial Assistance
Assist with jury selection
Observe judge and potential jury members
Record impressions for attorney
Utilize profile forms to further evaluate jurors
Manage exhibits and other materials during trial
Maintain information on exhibits as offered
Label exhibits according to protocol
Organize exhibits for presentation to jury
Provide trial supplies to attorney as needed
Assist with witnesses
Coordinate appearance of witnesses for testimony
Reschedule witness testimony if necessary
Provide moral support to witnesses
Assist in evaluation of trial performance
Provide feedback to attorney
Review testimony with witnesses

Tier 7: Occupation Specific Requirements
Associate's degree

Tier 8: Management Competencies

Ethics

Code

8.2.1
8.2.2
8.2
8.2.1
8.2.2
8.3
8.3.1
8.3.2
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Apply appropriate laws, regulations, and industry standards in law and public safety situations.
Identify ethical issues and demonstrate ethical behavior in law and public safety situations.
Information Technology Applications
Use word processing, presentation software, and email applications to prepare communications.
Use spreadsheet and database applications to manage and communicate data and information.
Leadership
Apply leadership qualities to improve the quality of work and the work environment.
Work e
ffectively in a team environment to improve the quality of work and the work environment.

