What Are Pre-Employment Tests?

Many employers require all job applicants to take pre-employment tests. These tests
are used to screen out unsuitable applicants and to validate information found on
an employment application or résumé. These tests may include aptitude and
personality tests, drug screening, honesty tests and medical examinations.
Employers may also conduct background checks and contact references. Because
an employer may try to verify the information you have given on your application
and in your résumé, make sure that all of the information is correct.

Aptitude and personality tests

Some employers use written tests, usually in a multiple choice format, to gain insight into your abilities and personality. There are four types of
pre-employment tests which an employer may administer:

«  General Aptitude Tests General aptitude tests claim to measure a person’s ability to learn.

Specific Aptitude Tests These tests measure a person’s knowledge or skill in a specific area. An example is a typing test
which measures a person’s typing speed and accuracy. Other tests may measure a person’s eye-hand coordination, a
person’s knowledge of a foreign language (including English) or a person’s knowledge of the required job tasks. The latter
includes tests like the National Teacher’s Examination.

Personality Tests Personality tests purport to measure the degree to which a person has certain traits. They are frequently
used by the employer to predict the future behavior of the applicant. For example, the employer may want to know if the .
applicant has the personality for a management position. Personality tests are usually administered by psychologists. S

Integrity and Honesty Tests These tests purport to predict the honesty of the applicant. Knowing this trait in an applicant
is especially important to employers when the applicant will have access to money. It is common for retail employers to
integrate this type of test into their application process.

Before an employer can use test results as a hiring criteria, the employer must prove that the results are valid. In other words, the employer must
document that the test scores relate directly to the success or failure of employees.

Pre-employment tests are not only valuable to the employer, they can be valuable to the job applicant. Studies have shown that one reason people
quit a job is that they don’t have the knowledge or ability to handle the work responsibilities. Pre-employment tests can help you find out if your
qualifications are in line with what the company wants or needs.

Preparing for the tests

Do not try to study for these tests. Try to be calm and take your time, if permitted. Some companies may have you complete a skills test as a part
of your job interview. Come to the interview prepared to take a skills test related to the job you seek. Skills tests include typing, working computer
software problems, or performing physical tasks such as sorting or lifting. It is important to do your best on these tasks.

Testing people with disabilities

/ Employers can not discriminate against people with disabilities. They must demonstrate that they are measuring an

M applicant’s abilities and not the applicant’s disability. The employer may need to make special accommodations for

o persons with disabilities. For example, the employer could provide the test in Braille or read the test items to the visually
s~ impaired applicant.

For additional information on workplace testing

If you want to learn more about workplace testing, read the U.S. Department of Labor: Employment & Training Administration Department’s
detailed report called Tests and Other Assessments: Helping You Make Better Career Decisions. You can access it for free on the department’s
web site:. https://www.onetcenter.org/dl_files/testAsse.pdf
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Background checks

Employers will often use outside resources to get a better understanding of the applicant. If the information that the employer receives is negative
the employer will use that information to screen out the applicant. The amount of information that an employer seeks in a background chec
depends to a large degree on the sensitivity of the job. For example, someone looking for an unskilled position would be subject to far fewe
requirements than someone applying for a job at a nuclear power plant facility or for the local police department. The company will either hav.
you sign a separate statement giving them the right to conduct a background check or they will indicate on the company application that th
company conducts background checks on all applicants. Your signing the employment application gives them the right to conduct the checks
Companies typically obtain and examine the following documents:

*  Employment records Employers will contact your former employers *  Military records If the job you seek relates to you
and, at a minimum, obtain your dates of employment. If they make a military specialty, the employer may seek confirmatior
telephone call to your former supervisors, they will try to confirm the from the military.
information that you gave in your application and résumé. *  Social Security Number Through the Social Security

*  Criminal and incarceration records Unless your criminal record was Administration and the Department of Homeland
obtained as a youth, criminal records are public knowledge. Criminal Security the employer will be able to confirm that you
background checks include only convictions. have the legal right to work in the U.s.

¢ Litigation records Employers may want to know if *  Driving and vehicle records If you seek a job that
you have filed suit against a former employer. This requires a driver’s license, then the employer can obtain
information is also public record, unless the court a copy of your driving record from the state Department
specifically sealed the verdict. of Motor Vehicles.

*  Education records Employers may check with *  Credit report If you seek a Job that involves your
schools to confirm that you graduated from a specific handling money, the employer may want to get a credit
program. report.

of information about the candidate’s work history, employers use the information to confirm personality traits noted in the Jjob interview. More
intensive reference checks can involve interviews with anyone that knows about you, such as teachers, friends, coworkers, neighbors, and family
members. Employers use these in-depth checks when the applicant has applied for a job that has a security requirement,

Drug screening

Congress passed the Drug-Free Workplace Act in 1988. Although the Act only applies to federal employees, many state
and local governments adopted similar programs for state and local employees. Some governments only require drug tests

tell you if a drug screening test is going to be required. If this is the case, you may be asked to give your permission. If you &8

do not give permission to be drug tested, you probably will not be offered the job. Beware that even though some states

have legalized the sale of Marijuana, employers can deny employment to persons testing positive for this drug. Ifyouare taking prescription
medicine or other drugs for a medical condition, you should tell the employer before your test.

The basic drug test used by most corporate drug testing programs test for:
*  Cannabinoids (Marijuana, Hashish) * Cocaine (Cocaine, Crack, Benzoylecognine)
* Opiates (Heroin, Opium, Codeine, Morphine) ~ « Amphetamines (Amphetamines, Methamphetamines, Speed)

*  Phencyclidine (PCP, Angel Dust) * Barbituates (Phenobarbital, Secobarbitol, Pentobarbital, Butalbital, Amobarbital)
*  Methaqualone (Qualuudes) ¢ Propoxyphene (Darvon compounds)
*  Methadone *  Benzodiazepines (Tranquilizers-Diazepam, Valium, Librium, Ativan, Xanax, Clonopin,

Serax, Halcion, Rohypnol)
The employer may also tests for:
*  Ethanol (alcohol) e LSD
*  Inhalents (Toluene, Xylene, Benzene) ¢ Hallucinogens (Psilocybin, Mescaline, MDMA, MDA, MDE)

If there is a drug out there, there is a drug test for it.

Internet resources

www.thebalance, com/types-of-pre-employmen t-tests-2059812-- Information about different types of pre-employment
tests.
www.workplacefairness. org/drug-testing-workplace-- Drug testing information.
www.justthinktwice.gov -- Information and resources about the realities of drugs and drug addition.
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