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COMPREHENSION
Articulating and comprehending information in conversations
Occurs 

· while communicating with customers in person or on the telephone about available services and answering their questions.

· Occurs while interacting with co-workers and management to set action plans, agendas, goals, and procedures.
· Occurs while assessing client eligibility for program services.
Reading, comprehending, and using written materials

· Occurs while learning about new laws, procedures, and policies which impact how work is performed.
· Occurs while referring to written information sources such as brochures, booklets, and web sites to answer customer and co-worker questions.

 Understanding and solving problems involving math and using the results
· Occurs while setting annual budgets.

· Occurs while accounting to determine the amount of money spent or received.

· Occurs while computing data such as water flow rates, program statistics on services provided, or changes in revenue and expenditures.  
 Using technology/instruments/tools & information systems
· Occurs while using computers to word process, enter data into databases, conduct internet research, and/or complete spreadsheets.
· Occurs while accessing and retrieving data from computer programs, machine read outs, surveying instruments, gauges, and/or meters.
 Working with two and three dimensional formats

· Occurs while reading blue prints, maps, and/or diagrams.

· Occurs while computer-aided drafting.
· Occurs while drawing layouts.
REMEMBERING
Remembering spoken instructions
· Occurs while receiving directions from supervisors and co-workers.
· Occurs when receiving requests for specific goods or services from a customer.

· Occurs while participating in trainings.
Remembering written instructions
· Occurs while applying information learned in trainings.
· Occurs while learning new procedures and policies.
Remembering visual information
· Occurs while identifying landmarks and following signs while driving.
· Occurs while recalling situations such as crime scenes, and people such as suspects as they relate to public safety.

Recalling information incidental to task at hand
· Occurs while following set procedures for duties such as disposing of hazardous waste, opening and closing offices that serve the public, and archiving records.
· Occurs while answering questions about procedures, policies, services, locations, phone numbers, and other information.
Memorizing facts or sequences
· Occurs while gathering evidence.
· Occurs while learning procedures.
· Occurs while preparing for court testimony.
Remembering simple instructions
· Occurs while delivering mail or other items on a set route.
· Occurs to follow routine, basic procedures such as how and when to use a date stamp or how to check out a King County vehicle.
· Occurs to retrieve communications such as e-mails and voice mails.
Remembering detailed instructions
· Occurs while overhauling equipment such as bus engines or pump station mechanisms.
· Occurs while conducting medical evaluations.
· Occurs while following investigation procedures.
LEARNING & PROCESSING
Effectively learning and mastering information from classroom training
· Occurs while applying information learned in mandatory King County supervisory trainings.

· Occurs while applying information learned in legal training courses.

· Occurs while applying information learned in safety courses.

· Occurs while applying information learned in computer training courses. 
Effectively learning and mastering information from on-the-job training
· Occurs while utilizing new computer systems.
· Occurs while operating new equipment.

· Occurs while expanding job skills to cover for other employees or take on new responsibilities.
Learning from past directions, observations, and/or mistakes
· Occurs while preparing action plans on cases.
· Occurs while making recommendations on personnel issues based on past practices, previous counsel from specialists and/or management, and case law.

· Occurs while selecting brands of products or using particular product vendors based on internal purchasing protocols, knowledge of product quality, and experience with vendor services.
Using common sense in routine decision making
· Occurs while selecting cost effective supplies of the appropriate quality and in a sufficient quantity.

· Occurs while planning daily activities.
· Occurs while determining which resource(s) to utilize to answer a customer’s question. 
Recognizing and anticipating potential hazards and taking precautions
· Occurs while reporting suspicious, unauthorized personnel.
· Occurs while adhering to established safety procedures such as evacuation procedures.

· Occurs while selecting the appropriate safety equipment to use in hazardous conditions such as which type of respirator.
Thinking critically and making sound decisions
· Occurs while troubleshooting needed repairs.
· Occurs while reviewing job candidate qualifications to make appropriate selection.
· Occurs while analyzing data and making appropriate decisions about issues such as payments, billing, scheduling, repairs, medical care, and service referrals.

Integrating ideas and data for complex decisions
· Occurs while preparing budget plans.
· Occurs while reviewing architectural plan options for new facilities.

· Occurs while reviewing requests for proposals to select contactors.
· To determine best course of medical treatment.
Determining and following precise sequences
· Occurs while performing audits or site inspections.
· Occurs while operating machinery and heavy equipment.
· Occurs while investigating a crime scene.
Coordinating and compiling data and information
· Occurs while preparing meeting minutes.
· Occurs while completing an audit.

· Occurs while preparing statistics that are included in the quarterly and annual reports.
Analyzing, synthesizing data and information
· Occurs while preparing evaluation reports such as performance evaluations of employees or programs.
· Occurs while preparing environmental impact statements.
· Occurs while creating engineering or design drawings to fit meet design specifications.
TASKING & PLANNING
Performing repetitive or short-cycle work
· Occurs while labeling, sorting, scanning, photocopying and/or filing documents.
· Occurs while inputting citations into a database.

· Occurs while cleaning specific areas such as floors or windows.
Working under specific instructions

· Occurs while driving a specified route.
· Occurs while calibrating equipment to legal standards and manufacturers specifications.

· Occurs while surveying a specific demographic of individuals for a research study.
Completing complex tasks
· Occurs while computer programming.
· Occurs while performing annual inspections of specialized facilities such as solid waste sites, health care clinics, or jails.
Directing, controlling, or planning for others as necessary for basic tasks

· Occurs while supervising others such as inmates serving food within a correctional facility, supported employment employees, or new employees.
· Occurs while developing plans for patients such as menus, exercises, or treatment regimens.  
· Occurs while preparing staff schedules.
Directing, controlling, or planning for others as necessary for complex tasks

· Occurs while planning bus routes.
· Occurs while preparing experiential trainings such as mock disasters for emergency response preparedness.
· Occurs while assigning staff to conduct research studies. 
Multi-tasking
· Occurs while communicating with multiple Public Safety personnel while handling an emergency situation.
· Occurs while responding to a high volume of in person, electronic, and telephone requests from the general public as well as management.

· Occurs while driving and receiving cell phone or other communications about the next site to be visited.
Planning, prioritizing, and structuring daily activities
· Occurs while managing an office with competing work priorities.
· Occurs while providing effective case management in programs that provide social or medical services.
· Occurs while working on multiple long-term projects.
MAINTAINING ATTENDANCE AND AN ASSIGNED WORK SCHEDULE
Maintaining predictable and reliable attendance
· Is necessary to assure that project deadlines are met.

· Is necessary to assure that services are provided.     
· Is necessary to assure presence at mandatory meetings.
Being punctual
· Is necessary to assure that offices are open to the public as scheduled or legally required.
· Is necessary when submitting documentation for financial support to assure funding will not be lost due to missing a deadline. 
Taking rest periods at set times or only at times determined by breaks in job responsibilities
· Is necessary to assure that operation of public transportation or other equipment that serves the general public occurs as scheduled.
· Is necessary to reduce risk of injury from repetitive tasks.
· Is necessary to assure that emergencies are addressed as they occur.
Adjusting to a flexible schedule of work days and or shifts
· Is necessary to assure continuous staffing of 24-7 operations which provide public utilities, public safety, emergency care, or public transportation.
· Is necessary to provide services during disasters and other emergencies.
· Is necessary if required deadlines cannot be met by working set daytime office hours.
USE APPROPRIATE BEHAVIOR FOR A 
PROFESSIONAL WORK ENVIRONMENT

Receiving criticism and accepting limits appropriately

· Occurs while working with others cooperatively to achieve goals.
· Occurs while receiving coaching and other feedback from management and/or co-workers.

· Occurs while working within established guidelines.
Maintaining emotional control and organization under increased stress
· Occurs while working with difficult or demanding customers.
· Occurs while providing emergency aid services.

· Occurs while dealing with a high volume of work and strict deadlines.
Maintaining socially appropriate affect, temperament, and behavior
· Occurs while serving the general public.
· Occurs while maintaining effective working relationships with co-workers.
Monitoring own quality of performance and altering behaviors to correct mistakes or improve outcome

· Occurs while taking on increasing responsibilities.
· Occurs while addressing recommendations from supervisor.
Working independently and/or unsupervised
· Occurs while conducting independent field work such as property inspections for code compliance or value assessment.
· Occurs while providing after hours building security.
· Occurs while driving without passengers.
Adapting to frequent interruptions, changes in priorities, or changes in work location
· Occurs while working in an office that provides a service to the public, particularly when there is a high demand for services.  For example, a health care clinic when there is an epidemic or risk of an epidemic.
· Occurs while restructuring organizational objectives due to budget cuts.

· Occurs when staffing arrangements much be changed to meet work demands.
· Occurs when facility closures require relocations.
Responding effectively to emergency situations
· Occurs while following evacuation procedures.
· Occurs while dispatching utility or public safety personnel.

· Occurs while threatened by hostile or otherwise unstable individuals.
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