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Skills Assessment Test for Administrative Assistant: Unlocking the Key to Effective Hiring

skills assessment test for administrative assistant is an essential tool that many organizations
use to evaluate candidates' competencies before making a hiring decision. Administrative assistants
play a pivotal role in ensuring smooth office operations, managing schedules, handling
correspondence, and supporting teams. Therefore, having a reliable method to measure their skills
objectively can save companies time, reduce hiring errors, and improve overall productivity.

In this article, we’ll explore the significance of a skills assessment test for administrative assistants,
what these tests typically include, and how they help both employers and candidates. Whether
you’re a hiring manager looking to refine your recruitment process or an aspiring administrative
assistant wanting to understand what employers are looking for, this guide will offer valuable
insights.

Why Use a Skills Assessment Test for Administrative
Assistant Positions?

When hiring for administrative roles, relying solely on resumes and interviews might not give a
complete picture of a candidate’s abilities. Many applicants may have similar qualifications on
paper, but their actual proficiency in crucial skills can vary greatly. This is where a skills assessment
test becomes a game-changer.

These tests provide an objective, standardized way to measure competencies such as typing speed,
Microsoft Office proficiency, organizational skills, communication, and problem-solving abilities.
This approach helps employers:

- Identify candidates who truly meet the job requirements.
- Reduce unconscious bias by focusing on measurable skills.
- Streamline the recruitment process by filtering out unsuitable candidates early.
- Predict on-the-job performance more accurately.

Common Skills Evaluated in Administrative Assistant Tests

A well-rounded skills assessment test for administrative assistants typically covers several key areas
that reflect the day-to-day demands of the role:

Typing and Data Entry: Accuracy and speed in typing are essential since administrative
assistants often handle large volumes of written communication and data input.

Computer Literacy: Proficiency in software like Microsoft Word, Excel, Outlook, and



sometimes specialized office software is critical.

Organizational and Time Management Skills: Candidates might be tested on their ability
to prioritize tasks, schedule appointments, or manage calendars efficiently.

Communication Skills: Both written and verbal communication abilities are assessed, as
administrative assistants frequently interact with clients, vendors, and internal teams.

Problem-Solving and Critical Thinking: Situational judgment tests or scenarios might be
included to evaluate how a candidate handles workplace challenges.

Attention to Detail: Exercises that measure accuracy in handling information, proofreading,
or following instructions can reveal a candidate’s meticulousness.

Types of Skills Assessment Tests for Administrative
Assistants

The format and content of skills assessments can vary widely depending on the company’s needs and
the tools they use. Here are some of the most common types:

1. Typing Tests

Typing speed tests are straightforward but crucial. They measure how quickly and accurately a
candidate can type, often expressed in words per minute (WPM). Many employers set minimum
benchmarks, such as 50-60 WPM with a high accuracy rate.

2. Software Proficiency Tests

These assessments examine how well candidates can use essential office software. For example,
Excel tests might involve creating spreadsheets, using formulas, or generating charts. Word tests
may focus on formatting documents or creating templates.

3. Situational Judgment Tests (SJT)

SJTs present hypothetical workplace scenarios, asking candidates to choose or rank responses based
on what they believe is the most effective course of action. This helps gauge decision-making,
professionalism, and interpersonal skills.



4. Written Communication Tests

Since administrative assistants often draft emails, memos, and reports, tests may include grammar,
punctuation, and composition sections. This ensures the candidate can communicate clearly and
professionally.

5. Cognitive Ability Tests

Some employers include general cognitive or reasoning tests to assess problem-solving, logical
thinking, and adaptability, which are valuable for handling unexpected tasks or challenges.

How to Prepare for a Skills Assessment Test for
Administrative Assistant Roles

If you’re preparing to take a skills assessment test as part of your job application, understanding
what to expect and how to get ready can boost your confidence and performance.

Practice Key Skills Regularly

- Use online typing programs to improve speed and accuracy.
- Familiarize yourself with Microsoft Office by exploring tutorials and practice exercises.
- Work on your written communication by writing sample emails or reports and reviewing grammar
rules.

Review Common Office Scenarios

Think about typical tasks an administrative assistant might face, such as scheduling meetings,
handling conflicts, or managing multiple priorities. You can find sample situational judgment tests
online to practice decision-making in a professional context.

Stay Calm and Manage Your Time During the Test

Many assessments are timed, so it’s important to stay focused but not rush. Read instructions
carefully and prioritize accuracy over speed unless speed is explicitly being tested.

Benefits of Incorporating Skills Assessment Tests in



Hiring

From an employer’s perspective, integrating these tests into the recruitment workflow offers several
advantages:

Improved Candidate Quality: Tests help highlight candidates who not only look good on
paper but can demonstrate their skills in practice.

Efficiency: Automating initial screening saves HR teams valuable time and resources.

Reduced Turnover: Hiring candidates who meet the skill requirements reduces the likelihood
of early job dissatisfaction or failure.

Objective Evaluation: By focusing on measurable skills, companies can minimize
unconscious bias in the hiring process.

Choosing the Right Skills Assessment Test for Your
Organization

Not all assessment tests are created equal, so selecting the right one depends on your company’s
specific needs and the administrative assistant role’s requirements.

Consider the Job Description

If your administrative assistant will handle heavy data entry, a typing test with a high WPM
benchmark is vital. If managing complex schedules and communication is the focus, prioritize tests
assessing organizational and communication skills.

Look for Customization Options

Some testing platforms allow employers to tailor questions or scenarios to reflect their industry or
company culture, which can yield more relevant insights.

Ensure User-Friendly Testing Platforms

The candidate experience matters. Choose assessment tools that are easy to navigate and accessible
to avoid unnecessary frustration that might skew results.



The Future of Skills Assessment for Administrative
Assistants

As technology advances, skills assessments are becoming more sophisticated and integrated with AI-
driven analytics. Virtual simulations and interactive role-playing tests are emerging, providing more
realistic evaluations of candidates’ abilities.

Moreover, remote hiring trends have increased reliance on online assessments, making it easier
than ever to evaluate candidates regardless of location. This shift underscores the importance of
having robust, flexible, and comprehensive testing methods to identify top administrative talent in a
competitive job market.

Ultimately, a well-designed skills assessment test for administrative assistant roles benefits everyone
involved — employers find the right fit more easily, and candidates get a fair chance to showcase
their true potential beyond just their resumes.

Frequently Asked Questions

What is a skills assessment test for an administrative
assistant?
A skills assessment test for an administrative assistant evaluates a candidate's proficiency in
essential administrative tasks such as typing, data entry, communication, scheduling, and software
use.

Which skills are commonly tested in an administrative
assistant skills assessment?
Commonly tested skills include typing speed and accuracy, Microsoft Office proficiency,
organizational skills, communication abilities, problem-solving, and time management.

How can I prepare for a skills assessment test for an
administrative assistant position?
Preparation involves practicing typing tests, familiarizing yourself with office software like Microsoft
Word and Excel, reviewing common administrative tasks, and improving your communication and
organizational skills.

Are there online platforms that offer skills assessment tests
for administrative assistants?
Yes, platforms like Indeed Assessments, TestGorilla, and ProProfs provide online skills assessment
tests tailored for administrative assistant roles.



How important are typing skills in an administrative assistant
skills assessment?
Typing skills are very important as administrative assistants frequently handle data entry,
correspondence, and documentation, requiring accuracy and speed.

Do skills assessment tests for administrative assistants
include scenario-based questions?
Yes, many tests include scenario-based questions to evaluate problem-solving, prioritization, and
decision-making skills in real workplace situations.

What software skills are typically evaluated in an
administrative assistant skills test?
Tests often evaluate proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint), Google
Workspace, and sometimes specialized scheduling or communication tools.

Can skills assessment tests for administrative assistants help
employers make better hiring decisions?
Absolutely, these tests provide objective measures of candidates' abilities, helping employers
identify the most qualified individuals efficiently.

How long does a typical administrative assistant skills
assessment test take?
Most skills assessment tests take between 30 minutes to 1 hour, depending on the number and
complexity of tasks.

Are soft skills like communication and time management
assessed in administrative assistant tests?
While harder to measure in tests, some assessments include situational judgment questions to
evaluate communication, time management, and interpersonal skills.

Additional Resources
Skills Assessment Test for Administrative Assistant: A Strategic Tool for Hiring Excellence

skills assessment test for administrative assistant has become an indispensable component in
the recruitment process for organizations seeking to hire competent and efficient administrative
personnel. As the administrative assistant role is pivotal in ensuring smooth office operations, the
need to accurately evaluate candidates’ capabilities through targeted assessments has gained
prominence. This article delves into the various facets of skills assessment tests tailored for



administrative assistants, highlighting their importance, structure, and impact on hiring decisions.

The Rising Importance of Skills Assessment Tests in
Administrative Recruitment

In today’s competitive job market, organizations increasingly rely on objective measures to identify
candidates who not only fit the job description but also possess the practical skills necessary to
excel. For administrative assistants, this means going beyond resumes and interviews to gauge
proficiency in areas such as typing speed, software knowledge, communication abilities, and
organizational skills. A skills assessment test for administrative assistant positions serves this
purpose by providing quantifiable data that supports more informed hiring choices.

Such tests help mitigate biases inherent in subjective evaluations and reduce the risk of hiring
candidates who may appear qualified on paper but lack essential competencies. According to recent
HR surveys, companies that implement skills assessments report a 36% increase in employee
retention within administrative roles, underscoring the predictive value of these evaluations.

Core Components of Skills Assessment Tests for
Administrative Assistants

Understanding what competencies are measured is crucial for both employers and candidates. Most
skills assessment tests for administrative assistants encompass a blend of technical and soft skills
evaluations.

Technical Skill Evaluation

A significant portion of the test focuses on technical proficiencies that are fundamental to daily
administrative tasks:

Typing and Data Entry: Timed exercises to gauge typing speed and accuracy, often
measured in words per minute (WPM).

Software Proficiency: Tests on Microsoft Office Suite (Word, Excel, Outlook, PowerPoint),
Google Workspace, and other industry-specific software.

Document Formatting and Editing: Tasks requiring the candidate to format documents,
create spreadsheets, or edit presentations to assess attention to detail and technical know-
how.

Calendar and Email Management: Scenario-based questions to evaluate organizational
skills and familiarity with scheduling tools.



Soft Skills and Cognitive Abilities

While technical skills are essential, the role demands strong interpersonal and cognitive capabilities:

Communication: Assessments may involve writing sample emails, summarizing information,
or responding to hypothetical workplace situations to evaluate clarity and professionalism.

Problem-Solving and Critical Thinking: Scenario-based questions challenge candidates to
demonstrate decision-making and prioritization skills.

Attention to Detail: Tasks designed to identify errors or inconsistencies in documents or data
entries.

Time Management: Simulations that require managing multiple tasks within given deadlines.

Designing Effective Skills Assessment Tests

Creating an assessment that accurately reflects the demands of the administrative assistant role
requires careful consideration of test content, format, and duration. Employers must balance
comprehensiveness with candidate experience to avoid unnecessarily lengthy or irrelevant testing.

Customization for Industry and Company Needs

The administrative function varies across sectors; hence, assessment tests should align with specific
job requirements. For example, an administrative assistant in a legal firm might require knowledge
of document confidentiality and legal terminology, whereas one in a tech startup might need
proficiency in project management tools.

Format and Delivery

Modern assessments often leverage online platforms, enabling remote, timed testing with instant
scoring. This approach enhances convenience and scalability. Tests typically blend multiple-choice
questions, practical exercises, and written responses to capture a holistic skill profile.

Balancing Automation and Human Evaluation

While automated scoring accelerates the evaluation process, human oversight remains critical,
especially for subjective elements like written communication samples. Combining both approaches
ensures nuanced assessment outcomes.



Advantages and Limitations of Skills Assessment Tests

Employing a skills assessment test for administrative assistant candidates offers several benefits but
also presents some challenges.

Pros

Objective Benchmarking: Provides measurable data on candidate abilities, reducing reliance
on subjective impressions.

Improved Hiring Accuracy: Enhances the likelihood of selecting candidates who can
perform job-critical tasks effectively.

Time and Cost Efficiency: Streamlines the screening process by filtering out underqualified
applicants early.

Candidate Engagement: Interactive tests may positively influence candidate experience by
demonstrating the company’s professionalism.

Cons

Potential for Test Anxiety: Some candidates may underperform due to nervousness rather
than lack of skills.

Resource Intensive Development: Crafting high-quality, role-specific assessments can
require significant investment.

Risk of Overemphasis: Exclusive reliance on tests may overlook valuable interpersonal traits
and cultural fit.

Comparing Popular Skills Assessment Tools for
Administrative Roles

Several platforms have emerged as leaders in delivering tailored skills assessments for
administrative positions. Evaluating these tools helps organizations select the most suitable solution.



TestGorilla

TestGorilla offers customizable tests covering typing, software skills, and personality assessments.
Its user-friendly interface and detailed analytics aid recruiters in making data-driven decisions.

Criteria Corp

Known for a comprehensive library of pre-employment tests, Criteria Corp includes assessments for
office skills, cognitive aptitude, and situational judgment, providing a well-rounded evaluation
toolkit.

Indeed Assessments

Integrated within the popular job board, Indeed Assessments allows employers to easily invite
candidates to complete tests relevant to administrative tasks, facilitating seamless hiring workflows.

Implementing Skills Assessments in the Hiring
Workflow

Incorporating a skills assessment test for administrative assistant candidates requires strategic
planning to maximize its effectiveness.

Step-by-Step Integration

Define the Role Requirements: Clearly outline the skills and competencies essential for the1.
position.

Select or Develop Appropriate Tests: Choose existing assessments or create custom tests2.
aligned with job needs.

Communicate Expectations: Inform candidates upfront about the assessment process to3.
ensure transparency.

Administer the Test: Facilitate testing through online platforms or in-person sessions.4.

Analyze Results: Combine test scores with interviews and references for comprehensive5.
evaluation.

Make Informed Hiring Decisions: Use assessment insights to select candidates with6.
demonstrated capabilities.



The Future of Skills Assessment for Administrative
Assistants

As workplaces continue to evolve, so too will the methods for evaluating administrative support staff.
Emerging technologies such as artificial intelligence and machine learning are poised to enhance
the sophistication of skills assessments, enabling personalized testing and predictive analytics.
Additionally, the growing emphasis on remote work necessitates robust digital assessment tools that
can simulate real-world administrative challenges virtually.

In this context, skills assessment tests for administrative assistants will not only measure static
proficiencies but also adaptability, digital literacy, and collaborative skills in dynamic environments.
Organizations that invest in evolving their assessment strategies stand to gain a competitive edge
through more effective talent acquisition and workforce development.

Ultimately, the strategic use of skills assessment tests bridges the gap between candidate potential
and organizational needs, fostering administrative teams capable of driving operational excellence in
an increasingly complex business landscape.

Skills Assessment Test For Administrative Assistant

  skills assessment test for administrative assistant: Simulations for Personnel Selection
Michael Fetzer, Kathy Tuzinski, 2013-08-13 ​This book provides a comprehensive and state-of-the-art
overview of simulation development, technologies, and implementation, including real-world
examples and results followed by a preview of what’s on the horizon that will further revolutionize
the industry. More than a handful of books have been written on the use of simulations for training
purposes, but this book focuses solely on simulations in employee selection contexts (e.g., hiring,
promotion), making it a truly unique and valuable resource for both practitioners and academics.
The science and practice of employee selection has advanced at a steady pace over the past two or
three decades. However, recent advancements in both technology and assessment methods have
been the catalyst for an evolutionary leap in the use of simulations in this area.
  skills assessment test for administrative assistant: Hire Right, Fire Right Roxi Bahar
Hewertson, 2020-10-10 For the first time, and in one place, Roxi Bahar Hewertson provides decision
makers at any supervisory level, exactly what they need to get it right every time they hire, develop,
or fire someone. In today’s complex and competitive world of work, organizations simply cannot
afford a mismatched new hire, a loss of top talent, or a dreaded bad ‘goodbye’ following a difficult
termination. Whether working to avoid budget mayhem or preserving your company’s image,
learning how to navigate the hiring and firing process is a corporate essential. Leadership expert
and executive coach Roxi Bahar Hewertson provides insights and advice for avoiding these
all-too-common business bumps in the road. She defines and explores the ARC employee life cycle:
Acquisition (hire right), Retention (nurture right), Closure (fire right). Acquiring and retaining talent,
and eventually bringing closure when employees leave, is a relational, not a transactional process.
Hire Right, Fire Right successfully guides decision makers through those key interactions with new
and current employees arming leaders with a powerful set of tangible tools to help ensure their
organizations are well equipped to take on these talent management challenges - and win. By

https://stage.support.buyingbuddy.com/archive-th-159/skills-assessment-test-for-administrative-assistant.pdf


following Hewertson’s three systems of hiring, developing, and terminating employees, decision
makers will be empowered to: Dramatically increase your company’s success rate of hiring the right
people for the right jobMeasurably boost employee retention rates Significantly lower the risk of
lawsuits, arbitrations, and damage to your organization’s reputation if things end badly
  skills assessment test for administrative assistant: The A-Z of Careers and Jobs Kogan Page
Editorial, 2020-10-03 From accountant to zoologist, this new edition of The A-Z of Careers and Jobs
is your one-stop shop for insightful guidance on more than 300 different career areas in the UK. This
book is designed to help identify what personal strengths fit to what kinds of work, what skills you
should highlight on a CV and what you need to know about each job. This book is a quick and
informative way to find out about what jobs and careers are out there, from traditional roles to new
opportunities in the digital world. For those looking for their first job after school or university, or
for anyone considering a change of career, this book provides reliable and up-to-date advice on a
wide range of professions to help you choose the right path for you. The A-Z of Careers and Jobs
covers the practical issues you need to understand, such as the extent of job opportunities in each
industry, what personal skills are needed, what experience is required, entry qualifications, training,
as well as typical earnings and starting salaries. In an ever more competitive and changing job
market, information will help maximize your chances of success. This handy and informative
reference guide is also a valuable resource for careers advisers working in schools, colleges and
universities who need to keep track of new developments - such as new roles and routes of entry,
professional associations and exams - to offer the very best guidance to today's job hunters.
  skills assessment test for administrative assistant: Hiring Right Susan J. Herman, 1994
Managers who hire employees, human resource directors who train line managers and supervisors
to do the hiring, and consultants will all benefit from this hands-on manual. The book takes readers
through each step in the hiring process, including job definition, recruitment, interviewing, testing
and checking references. Each chapter briefly outlines key concepts and includes several exercises
and worksheets that will serve as a complete hiring strategy that can be customized to any
manager's specific hiring needs.
  skills assessment test for administrative assistant: Women in Nontraditional Jobs, a
Program Model United States. Women's Bureau, 1978 USA. Monograph describing an
experimentaltraining programme (ceta) in male occupations for woman workers in denver area -
discusses aims and organization of the vocational training programme, programme costs, admission
requirements, and provides job descriptions, a trainee job preference questionnaire, hourly wages
before and after job placement, etc.
  skills assessment test for administrative assistant: The A-Z of Careers and Jobs Susan
Hodgson, 2014-05-03 From accountant to zoologist, this new edition of The A-Z of Careers & Jobs
offers detailed insights into more than 300 career areas. For those looking for their first job after
school or university, or for anyone considering a change of career, the book provides reliable and
up-to-date careers advice on a wide range of professions, covering practical issues such as job
opportunities in each market, personal skills and qualities, entry qualifications and training, useful
contact details and realistic salary expectations. The A-Z of Careers and Jobs is also a valuable
reference for careers advisors working in schools, colleges and universities who need to keep track
of new developments - new roles and routes of entry, professional associations and exams - to offer
the very best guidance to today's job hunters.
  skills assessment test for administrative assistant: The ETS Test Collection Catalog
Educational Testing Service, 1987-12
  skills assessment test for administrative assistant: The ETS Test Collection Catalog ,
1995-06-14
  skills assessment test for administrative assistant: Strategic Staffing Jean Phillips,
2019-01-15 Formerly published by Chicago Business Press, now published by Sage Strategic
Staffing, 4e prepares all current and future managers to take a strategic and modern approach to
the identification, attraction, selection, deployment, and retention of talent. Organizations



increasingly realize that their employees are the key to executing their business strategies, and the
current competition for talent has made the identification and attraction of high-performing
employees essential for companies to succeed in their marketplaces. The right employees give their
organization a competitive advantage that sets it apart and drives its performance. In today’s
business environment, a company’s ability to execute its strategy and maintain its competitive edge
depends even more on the quality of its employees. And the quality of a company’s employees is
directly affected by the quality of its recruiting and staffing systems. Because hiring managers are
involved in the staffing process, hiring managers and human resources (HR) professionals need to
be familiar with strategic staffing techniques. Over the past 10 years, advancing technology and the
increased application of data analytics have changed the practices of sourcing, recruiting, and
staffing. Strategic Staffing 4e is grounded in research, communicates practical and modern staffing
concepts and the role of staffing in organizational performance, and is engaging to read. The new
edition contains updates to many sections on the roles of technology and analytics and adds more
focus to the discussion of ethics that was added to the fourth edition. New research findings were
also incorporated, and many company examples were updated. The fifth edition of Strategic Staffing
continues to present up-to-date staffing theories and practices in an interesting, engaging, and
easy-to-read format.
  skills assessment test for administrative assistant: IT Consultant Diploma - City of London
College of Economics - 12 months - 100% online / self-paced City of London College of Economics,
Overview This course deals with everything you need to know to become a successful IT Consultant.
Content - Business Process Management - Human Resource Management - IT Manager's Handbook -
Principles of Marketing - The Leadership - Information Systems and Information Technology - IT
Project Management Duration 12 months Assessment The assessment will take place on the basis of
one assignment at the end of the course. Tell us when you feel ready to take the exam and we’ll send
you the assignment questions. Study material The study material will be provided in separate files by
email / download link.
  skills assessment test for administrative assistant: Encyclopedia of Industrial and
Organizational Psychology Steven G. Rogelberg, 2007 Publisher description
  skills assessment test for administrative assistant: Understanding Medical Education Tim
Swanwick, 2011-08-02 For the first time in a single core textbook, the Association for the Study of
Medical Education presents a complete and authoritative guide to medical education. Written by
leading experts in the field, Understanding Medical Education provides a comprehensive resource of
the theoretical and academic bases to modern medical education practice. This accessible and timely
reference is designed to meet the needs of all those working in medical education from
undergraduate education through postgraduate training to continuing professional development. As
well as providing practical guidance for clinicians, teachers and researchers, Understanding Medical
Education will prove an invaluable resource to those studying at certificate, diploma or masters level
and a first ‘port-of-call’ for anyone engaged in medical education as an academic discipline.
Exploring medical education in all its diversity and containing all you need in one place,
Understanding Medical Education is the ideal reference not only for medical educators, but for
anyone involved in the development of healthcare professionals, in whatever discipline wherever
they are in the world. An on-line edition of the complete book, together with individual chapter
downloads, are available at www.wileymedicaleducation.com Understanding Medical Education has
been brought together and edited by Professor Tim Swanwick, Director of Professional Development
in the London Deanery, Visiting Fellow at the Institute of Education and Visiting Professor of
Medical Education at the University of Bedfordshire.
  skills assessment test for administrative assistant: Florida Administrative Weekly , 1994
  skills assessment test for administrative assistant: Catalog Southwestern Indian
Polytechnic Institute,
  skills assessment test for administrative assistant: The Truth About Hiring the Best Cathy
Fyock, 2007-09-24 “Talent matters. No one denies this fact. But, there is often a gap between



wanting and getting talent. Cathy Fyock’s 53 ‘Truths’ provide concrete, practical, and well-tested
ideas to close the talent gap. The ideas are reasonable, grounded in research, and actionable. This is
an excellent book for those who pay attention to hiring. The 53 Truths offer a roadmap for doing this
important task more effectively.” Dave Ulrich, Professor of Business, University of Michigan,
Partner, The RBL Group “You think you knew everything you needed to know about employment
until you read the most recent, catchy FT Press ‘Truth’ book by staffing expert Cathy Fyock. In only
224 pages Fyock effectively uses 53 ‘Truths’ to challenge many of HR’s long-standing assumptions
and practices related to recruitment and selection. With everyone wanting to ‘hire the best,’ this
quick read has a high ROI.” Michael R. Losey, SPHR, CAE, Former CEO, Society for Human
Resource Management “Cathy Fyock knows there is no ‘silver bullet’ when it comes to successful
recruiting and hiring–and that passive tactics do not provide high quality results. She knows the
truth: Today’s low unemployment rates combined with increasing retirements of Baby Boomers spell
trouble for employers hoping to expand. Her fresh approach shows the reader that there are
numerous opportunities to connect with great future employees, and she provides practical advice
for tapping multiple sources simultaneously, as well as interviewing and making offers. If you want
to hire the best, this book is your guide!” Nancy S. Ahlrichs, SPHR, President, EOC Strategies, LLC
Great business results start with great talent. Get it–and keep it! This book reveals 53 Proven Hiring
Principles and bite-size, easy-to-use techniques that work. • The truth about finding hidden sources
of talent • The truth about making great people want to work for you • The truth about interviewing:
asking the right questions Getting the best people for your organization is not only difficult, but the
strategies for getting the best often are not obvious. To get the best you first need to identify who
the best are, then determine how to reach the best, and then decide on the best among the best you
want to hire. In The Truth About Hiring the Best you will learn: it's not just a job to fill; it's your
organization's future that you're creating; getting the best isn't just about asking the right questions,
it's about listening for the right answers; and great people don't want to work for desperate
employers. It's a war for talent, and you need to win.
  skills assessment test for administrative assistant: Resources in Education , 1998
  skills assessment test for administrative assistant: Hiring Success Steven T. Hunt,
2007-06-22 Hiring Success is a comprehensive guide for using staffing assessments to hire the best
employees. Research-based, but written in easy-to-understand terms, the book explains what staffing
assessments are, why they work, and how to use them. Hiring Success is an important resource for
improving the accuracy and efficiency of hiring selection decisions and effectively incorporating
assessments into any company’s staffing process.
  skills assessment test for administrative assistant: Executive MBA in IT - City of London
College of Economics - 12 months - 100% online / self-paced City of London College of
Economics, Overview An MBA in information technology (or a Master of Business Administration in
Information Technology) is a degree that will prepare you to be a leader in the IT industry. Content -
Managing Projects and IT - Information Systems and Information Technology - IT Manager's
Handbook - Business Process Management - Human Resource Management - Principles of
Marketing - The Leadership - Just What Does an IT Manager Do? - The Strategic Value of the IT
Department - Developing an IT Strategy - Starting Your New Job - The First 100 Days etc. -
Managing Operations - Cut-Over into Operations - Agile-Scrum Project Management - IT Portfolio
Management - The IT Organization etc. - Introduction to Project Management - The Project
Management and Information Technology Context - The Project Management Process Groups: A
Case Study - Project Integration Management - Project Scope Management - Project Time
Management - Project Cost Management - Project Quality Management - Project Human Resource
Management - Project Communications Management - Project Risk Management - Project
Procurement Management - Project Stakeholder Management - 50 Models for Strategic Thinking -
English Vocabulary For Computers and Information Technology Duration 12 months Assessment The
assessment will take place on the basis of one assignment at the end of the course. Tell us when you
feel ready to take the exam and we’ll send you the assignment questions. Study material The study



material will be provided in separate files by email / download link.
  skills assessment test for administrative assistant: National Assessment of Educational
Progress 1969-1983 Theodore B. Pratt, 1984 During its first 14 years of existence, the National
Assessment of Educational Progress (NAEP) was located at the Education Commission of the States
(ECS). This annotated bibliography of 575 references lists all major publications by or about NAEP
published between 1969 and 1983. References are in a classified arrangement, by specific or special
assessment. Documents not dealing with a specific assessment are grouped by: Methodological
Publications; Special Analyses; and General and Miscellaneous. Materials by NAEP are separated
from materials about NAEP done by external organizations. Subject, Personal Author, and Preparing
Institution indexes are provided. The compilation is based on materials (documents and journal
articles) archived in the database of the Educational Resources Information Center (ERIC), and
therefore most documents cited can be obtained through the ERIC Document Reproduction Service
(EDRS). (WTB)
  skills assessment test for administrative assistant: Industrial/Organizational Psychology
Paul Levy, 2009-07-03 The third edition of this acclaimed text introduces students to the
psychological factors active in the workplace, including the psychology of the workforce, employee
health and well-being, organizational behavior, motivation, human resources, and various dynamics
of work interaction.
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