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            Introduction

         
   
         There are three things you have to do if you want to pass a psychometric test.

         No. 1 perhaps the most important thing of all, is don’t panic. By the very act of buying this book you’ve already upped your chances of passing by a very long way. Familiarisation is the name of the game, and if you know 3what to expect, you can reduce the fear factor considerably.
         

         No. 2 is slightly obvious (although not to everyone) and that is to practise. It’s amazing how far you can improve your test scores with a bit of practice, especially if you haven’t taken many psychometric tests before.
         

         No. 3 is to cheat. Well, not literally. I’m not advocating taking binoculars into the test and stealing the other candidates’ answers (although it ’s rather an enticing idea). But what if you could find out in advance what you’ll be up against? What if you could find out exactly what type of test you’ll be taking and what the pass mark is? Surely that would give you the edge over all the other applicants?
         

         Not cheating at all really. Actually it ’s extremely sensible, not to mention easy, and I’m going to show you how to do it.

         In this book I explain all there is to know about psychometric tests; what they are, what they measure, who uses them, why they’re used, how they’re changing, how to survive them, and even how to avoid them altogether!
         

         And because the whole point of this book is to familiarise you with the different types of test and give you the chance to practise (thereby helping you improve your performance) I include 35 practice tests!
         

         These are not ‘made up’ tests that you sometimes see in books about psychometrics, nor are they puzzles or quizzes of the magazine variety. They are genuine practice tests from the biggest test publisher in the world: SHL Group plc. This is the genuine article. This is the sort of thing you’ll be facing when you apply for a job with virtually any medium–large size company, irrespective of industry, whether private or public sector.

         I have also given you information about the type of job (and the level) for which each test would be used, and tips on how to improve your performance with each category of test.
         

         And if that isn’t enough, I’ve also included a whole chapter of resources in which I have listed internet sites where you can find even more practice material, together with a list of useful books.

         My aim in writing this book is to give you both knowledge and experience, not just to survive, but to pass real live psychometric tests with flying colours. Job hunting can be stressful – but not any more!

         
             

         

         Andrea Shavick 
         

         www.shavick.com
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            CHAPTER ONE
     
            What Are Psychometric Tests?

         
   
         Psychometric tests are structured tests, taken in exam-like conditions, which aim to measure objectively a person’s ability or certain aspects of their personality.

         Most psychometric tests which measure ability, and virtually all accredited psychometric tests which measure aspects of personality, are devised by occupational psychologists. Their aim is twofold: to provide employers with a reliable method of selecting the best applicants, and to design tests carefully so that they are fair to all applicants.

         All psychometric tests, except for personality tests, are strictly timed.

         What do psychometric tests measure?

         There are many different types of psychometric test. A common misconception is that psychometric tests only measure personality, but that is not the case.
         

         Some measure your ability to understand the written word, or to reason with numbers. Others measure your ability to solve mechanical problems, or follow instructions accurately, or be able to understand data which is presented in a variety of ways. And then, of course, there are the personality tests, assessing everything from motivation to working preferences.

         But psychometric tests cannot measure everything. For example, they can’t really measure enthusiasm. Personally, I think that getting in on time every day and making an effort to do your best are to a large extent determined by how much you enjoy the actual work, how well you get on with your colleagues, and how decent your boss is. Perhaps they should invent a psychometric test for employers!

         Who uses psychometric tests?

         At the time of writing, well over 95% of the FTSE 100 companies use psychometric testing to select their staff, as do the police, the civil service, local authorities, the armed forces, the fire service, the National Health Service, financial institutions, retail sector companies, the motor industry, the IT industry, management consultants, airlines, the power industry – the list is endless.
         

         In fact, virtually every large or medium-sized organisation in the UK uses psychometric testing as part of their recruitment process, irrespective of industry. Furthermore, the use of psychometric tests is widespread in Europe, Australia and the USA.

         And it doesn’t matter what level of job you are applying for either. Psychometric tests are used to select all types of staff, everyone from the most junior positions to director level. One thing is certain, if you are looking for a job, you are more than likely to be asked to take a psychometric test.

         As to the why they are used – see the next chapter.

         When will I have to take a psychometric test?

         At any stage in the recruitment process, including first contact. These days many employers are so enthusiastic about psychometric tests, they put them on their application forms and websites.

         The tests could also pop up later in the process, or even after you’ve been offered the job when your new boss is deciding exactly where in the organisation to place you.

         How many tests will I have to take?

         In theory, all psychometric tests given to job applicants should be relevant to the job. You should only have to take, for example, a spatial reasoning test if the job you are applying for requires good spatial skills.

         However, many organisations use verbal, numerical and abstract reasoning tests as a matter of routine, no matter what the job description says. So be prepared to take more than one test. 
         

         Where will I have to go to take a psychometric test?

         For both ability-type tests and personality questionnaires you could be examined at your potential new employer’s office, at an assessment centre, at an employment agency office or even in the comfort of your own home using your computer.

         
             

         

         Note: ‘assessment centre’ is HR (Human Resources/Personnel) jargon for getting candidates together – either at the employer’s premises or an outside location – and subjecting them to an intensive battery of different tests and exercises. These could include role playing, in-tray exercises, group exercises and discussions, presentations and of course, psychometric tests. For more detailed information, see my book Management Level Psychometric & Assessment Tests (details at the back of this book).
         

         What format do the tests take?

         Most psychometric tests are pencil and paper tests, but a growing number are now designed to be taken sitting at a computer console (see below). However you take the test, the format is almost always that of a multiple-choice questionnaire.

         
             

         

         Note: Information on how tests are marked and how to record your answers is given in Chapter 3, Taking Psychometric Tests – A Survival Guide.
         

         What about online testing?

         Computerised testing is becoming increasingly common. Instead of being given a pencil and paper test, you take the test online. The questions appear on the screen, and you click your answer choices with the mouse.

         Within a few seconds of finishing the test, your score (for an ability test) or the analysis of your personality is emailed to the examiner.

         The obvious advantage to the employer is that the candidate doesn’t have to come into the office. They can take the test at the recruitment agency or even in the comfort of their own home. Instead of spending money ‘entertaining’ large numbers of candidates, the employer can whittle down the numbers without having to lift a finger. Another advantage for the employer is that they can test candidates anywhere in the world.

         As far as you are concerned, being tested via the Internet also has its advantages. If you take a test at home, you don’t need to worry about getting anywhere on time, you don’t have to take a day off and you don’t even need to get dressed. Plus, you should find out if the organisation is interested in taking your application any further within a few minutes, which is a million times better than waiting for them to send you a letter.
         

         The only thing you need to do when taking an online test is make sure the person taking the test is you! If you’re asked to take, say, a numerical reasoning test, resist to temptation to ask you whiz-kid brother to take it for you – you’ll be found out. More on the perils of test cheating are explained in Chapter 12 on Personality Questionnaires.

         Once I’ve got the job, will I have to take any more tests?

         Quite possibly. Organisations which use tests to recruit often use them later on for internal team selection and career development of individual staff members.

         Do other industries use psychometric tests?

         Psychometric tests have been used for decades in two main fields other than recruitment. These are career guidance and education.

         In career guidance, psychometric tests are used to help individuals gain a better understanding of their own abilities, aptitudes, interests and motivations – obviously very useful information when choosing or changing career. Here, psychometric tests are not used as a selection tool.

         However, in education, it’s a different ball game. Here, psychometric tests are used by many educational establishments to select the most able pupils. Every year, hundreds of thousands of children as young as 10 years old sit verbal, numerical and abstract reasoning tests in order to gain entrance to the school of their (or their parents’) choice. Whole armies of after-hours teachers have for years been making a living tutoring them.

         It seems that whether you’re job-hunting or school-hunting, when it comes to psychometric tests, familiarisation and practice is the name of the game.

      

      

    


  

    

      

         
            CHAPTER TWO
     
            Why are Psychometric Tests Used?

         
   
         It makes sense for an employer to find out whether an applicant is capable of doing a job before he or she is offered that job, for a number of reasons:
         

         First of all, the whole process of recruiting staff is extremely expensive and time consuming. You might think it’s a piece of cake, but to most employers, recruiting is a nightmare, primarily because it’s so easy to pick the wrong person. Offering a job which involves figure work to a person who turns out to be unable to use a calculator would be a disaster. Employing a person in a customer service role who turns out to be incapable of problem solving and bad-tempered into the bargain, could do incalculable damage to a company’s standing and reputation.

         This might sound obvious, but the truth is that employers have been employing the wrong people for centuries. The difference is, in the 21st century we have tough employment laws which make it virtually impossible for companies to sack people whenever they feel like it. Employee rights, plus the very real risk of being taken to an industrial tribunal make it even more imperative for employers to choose the right people, first time round.

         The arrival of the psychometric test has been embraced by many employers because it gives them an additional tool, over and above the traditional methods of interviewing, studying CVs and taking references. Psychometric tests give employers more confidence in their ability to pick the right people.

         Another reason why psychometric tests are used so extensively, especially by large organisations, is because they can be a quick, easy and relatively cheap way of eliminating large numbers of unsuitable candidates early in the recruitment process.

         By ‘screening out ’ unsuitable candidates in one fell swoop, the organisation can then concentrate on the remaining candidates in the hope of finding the ‘right’ people as quickly as possible.

         Yet another reason why psychometric tests are so popular is because HR people like using them. From their point of view, psychometric tests have many advantages.

         First of all, the use of psychometric testing can reduce their work load considerably. Why interview 100 people when, within an hour, you can whittle this number down to the 30 highest calibre candidates?

         You also have to remember that HR staff are human beings, with all the same neuroses and self-doubt the rest of us have. When your job is to recruit staff (and your neck will be on the line if you make a hash of it) it ’s nice to have a scientific and supposedly fail-safe method at your disposal. What better way to reassure yourself that you’ve got it right?
         

         If nothing else, psychometric tests give HR people (and anyone else who is involved in recruiting staff) something to talk about at an interview. This applies especially to personality tests: for example, your test might indicate you have leadership potential. Your interviewer might ask whether you agree with the test results, or ask you to describe situations in which you have used leadership skills. Not only is it useful information for them, it also makes for a more interesting and productive discussion.

         Finally, not only are the tests becoming cheaper, there are now more of them to choose from. Test publishers now write psychometric tests for specific jobs, and to an individual company’s particular requirements. Tailor-made tests are so common these days, you could apply to a multitude of organisations and never come up against the same test twice. You can see the attraction of using a tailor-made test – you’d feel you were getting just the right sort of person your organisation needed, not only capable of doing the job, but the right personality type to fit seamlessly into your company culture too.

         Whatever the reason, the fact is that the psychometric test is a recruitment tool which is very much here to stay.
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