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If you want to teach foundation skills in focused computer labs, use instructional software from KeyTrain or WIN. 
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Communication Skills – Business Writing, Listening, Reading for Information, Writing
Interpersonal – Teamwork
Problem Solving – Applied Mathematics, Applied Technology, Locating Information, Observation

"���
����+'
��,�'�����
Personal – Performance (integrity), Talent (personality), Fit (interest) 
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 (Thanks to ACT’s Steve Robbins for this explanation)

The literature suggests that there are several issues that require consideration when setting up an assessment system that 
uses multiple tests: (1) purpose of the tests (training vs. selection), (2) sequencing, and (3) job perplexity. These issues are 
discussed below.

Training & Development
• Sequencing does not matter. For (pure) development purposes, there is no evidence that order matters or that 

individuals try to manipulate their results (whether on cognitive or noncognitive tests).
• Job complexity does not matter. In a training and development context, validities of cognitive and noncognitive 

tests do not evidence differences by job complexity level (Hunter, 1986; Chen et al., 2001)

Selection
• Sequencing matters. Although compensatory models (those in which all applicants take all tests and are later 

selected in a top-down manner) should be used to maximize validity and utility, multiple-hurdle models are often 
used as they are cost-effective and thus more appealing to HR managers. In a multiple-hurdles approach, only 
applicants who pass a hurdle (e.g., minimum cutoff score for a specific test) can take subsequent tests(s). If one 
uses a multiple hurdle model, then it is recommended that initial hurdles include tests that are more crucial for 
predicting future success on the job (i.e., those with higher validities) so as not to falsely reject potentially good 
performers (compared to using less crucial tests).

• Job complexity matters. Which tests are more critical to job success depends on the complexity level of the job. 
According to Hunter (1996), cognitive tests are more important for jobs of higher complexity in terms of 
information processing. However, validities of noncognitive tests (e.g., personality tests) do not differ by job 
complexity (Chen et al., 2001)

Below is a recommended sequence of tests (in terms of priority) that takes into account job complexity and the predictive 
validities of different types of tests. Other components that are common in a selection system are not included in the table 
below for ease of presentation. These components are application blanks (usually a first step) and interviews (usually a 
last step).
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Use Targets for Instruction guides to develop curricula and instructional strategies. Use Targets to identify skill levels of 
competencies and learning objectives, select developmental materials that match specific WorkKeys skill levels, estimate 
skill levels of materials you currently use, and bring the education and business communities together 

"�����������������������"�������������������������
�������
������������������
Administer WorkKeys prep tools, such as “Preparing for WorkKeys” or the WorkKeys Practice or Prep Tests.
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ACT has reviewed the curricula of two software companies and determined they teach what WorkKeys measures Contact:

KeyTrain at www.keytrain.com
WIN at www.w-win.com
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Neither KeyTrain nor WIN tests have been validated, so their scores are not equivalent to WorkKeys scores. Thus, using 
KeyTrain or WIN for pre-testing or post-testing would only provide an approximation. Further, neither qualifies for 
Common Measures.
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The six Federal Agencies subject to Common Measures accept WorkKeys for “Literacy and Numeracy Gains”. The 
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Assessment
Paper-
based

Internet-
based

Spanish, 
Paper-
based

Practice 
or Prep 
Tests

Details Measures Skills in…

Applied Mathmatics
Yes

(45 minutes) 
Scannable

Yes
(55 minutes)

Yes
(55 minutes)
Scannable

Yes
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Test via
Send

to ACT via
ACT 

processes in
ACT 

Returns via
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Teach Skills via
Fees… Comments

Software-based individual 
instruction

Varies by Publisher
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