
   

 

  

1 

Guide: Skills testing 

Planning 

During the early phase of recruitment , when you undertake a position analysis and identify the skills 
required to do the job, consider whether you will want to use skills testing. 

Where relevant to the position, we recommend that you carry out skills testing for shortlisted candidates. 

Skills testing may include: 

  • Typing 

  • Maths / spelling 

  • Microsoft Word/Excel/PowerPoint 

External testing 

If a specific skill at a specific level of competency is required, think about how you can test for this and 
whether external skills testing will be necessary when you are ready to interview shortlisted applicants. 
External skills testing can save time and money. 

For instance, agencies can test applicants for skills and level of competence in Microsoft Word, Excel, 
PowerPoint and other programmes for a moderate rate in return for a detailed report on applicants’ test 
performance. 

The results provide objective data which can identify whether the applicant is at a beginner, intermediate or 
advanced level of skill with the software. 

Using recruitment firms 

If you do not have internal resources to conduct skills testing, you can outsource testing to a recruitment firm. 

Discounts may apply if you are testing more than one applicant. 

Candidates can sit the tests at the recruitment agency’s offices, your offices, or in the candidate’s home. 
Using the recruitment agency’s offices ensures a controlled environment for testing. 

If external skills testing is required, contact the agency to discuss your requirements and flag that you will be 
scheduling shortlisted applicants for testing. 

Advise applicants during the initial interviews whether you will be conducting skills testing and at what stage 
of the process. 

 

Disclaimer 

Stephen Larsen and Co has provided this guide on the understanding that: 

  1. The document is a guide only and should not form the sole basis for any decision without first 
obtaining proper professional advice. 

  2. We will not be responsible for and expressly disclaim liability, whether under contract or 
negligence: 

  (a) For the results of any use made by users of the guide 

  (b) For any errors or omissions in this guide 

  (c) For any direct or consequential loss or damage to arising from the use of this guide, 
whether to a direct purchaser of this guide or to any other person who may borrow or use 
them 

  (d) If any part of the guide, whether used in its original form or altered in some way by the 
user, proves invalid or does not attain the result desired by the user 
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  (e) For any negligence in the publication or preparation of this guide 

  3. This disclaimer extends to the user and to any client of the user who suffers loss as a result of 
the use of this guide. 

  4. The user acknowledges that it has not told us about any particular purpose for which this guide 
is required and that it has not relied on our skill or judgment to provide a paper suitable for any 
such purpose. 

Intellectual Property Notice 

Stephen Larsen and Co is the owner of, or has the right to use, all copyright, trademarks and other 
intellectual property rights comprised in this document, and all related documents, and in providing this guide 
does not allow these rights nor any part of this document to be used, sold, transferred, licensed, copied or 
reproduced in whole or in part in any manner or form whatsoever without its prior written consent. 
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