EmplgyTest
Pre-Employment Testing

Planning Worksheet

Creating a strategy that identifies your expected outcomes and needed resources will

help to ensure that your testing objectives are successful at identifying top quality
candidates.

Business Goals

List the organization’s aspirations that should be the basis of your hiring strategy. Doing
so will make it easier for your team to link back strategies to the bigger mission.

What are your

testing goals and
desired outcomes?

Team Responsibilities

Use this section to identify who and what will be needed to successfully implement pre-
employment testing.

Tip: Ask Yourself the Following Questions for Prompts
e Which hiring team members will play a role in your pre-employment testing plan?
e What will their specific roles be?

e Who else from your organization needs to be involved (management, accounting or?)

Ex: test administrators, testing dashboard admin, interviewers, hiring managers, etc.

Team Member Tasks




Hiring Process Timeline

Consider your current hiring process. At which point in the hiring process will you
conduct pre-employment testing? Pre-interview, post-interview or both?

Use the space below to describe the steps in your current process. Then, use the second
box provided and plan your process from beginning to end, including when you plan to

add pre-employment testing.

Detail Your Current Process Here




Future Process Timeline

Approvals and Sample Tests

Is there anyone else who will need to review sample tests? Use the grid below to
list who those people are and what their feedback is. Examples can include other hiring
team members or anyone knowledgeable about the daily tasks of the role.

Approvers Comments




Final Notes & Recommendations

Based on the answers in your planning process above, use the link here to check out our
tests and find which one will be a good fit for your goal. Jot those tests down in the box
below.

Tip: O*Net is a great resource to help in your test planning process. You can use the job
descriptions as a guide for the types of skills a candidate will need to succeed in a role.
Then, you can use that list to guide you towards the best potential tests for future hires.




