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Hiring the right talent for the job saves both time and money, no matter the size of the business.
When appropriate pre-hire screening and testing measures are taken, both large corporations and 
smaller operations reap the benefits.

Testing and screening candidates is not a new practice, but recent technological advances, including AI 
technology, have made the process more efficient, more effective, and less costly.
These best practices for pre-employment screening and testing will help you improve the hiring process 
for your organization and find the top talent that is the right fit for your company.

In this white paper, you will discover: 

 What are pre-hire screening and testing?

 Why are pre-hire screening and testing important?

 Background and Credentials Verification

 Knowledge, Skills, and Abilities Assessment

 Myth vs Reality: Yes, You Need to Screen Your Candidates

 Legal and Compliance

 Questions to Ask by Industry

 Pre-hire screening and testing best practices for 2022
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The importance of
pre-hire screening and testing
For an organization to make good hiring decisions, the hiring department or HR need to have certain standards in place. 

When a candidate applies for a position, their skills, abilities, and knowledge are held up against those standards. If they fall 

short, they are not considered for that position. If they line up with those standards, then the hiring process moves forward.

Pre-employment testing and screening can help hiring managers ensure that the candidates applying for positions they are 

trying to fill have the knowledge, skills, and abilities that are required for that position. This saves time while increasing the 

probability that the most qualified applicants who best fit the company will be in the hiring pool.

Some of the screening measures are standard across all 

industries. Background checks are a common pre-hire screen 

that most companies conduct. This is to ensure that the 

applicant does not have any concerning history, especially 

from a legal perspective. In some cases, such as a registered 

sex offender working in a school or daycare, it can have 

legal implications that extend to the company as well as the 

individual. Drug testing is also a common part of the screening 

process, although becoming a very complex issue due to the 

legalization of marijuana across the country. 

 

Other types of screening provide a high-level view of the 

applicant’s experience and education and provide a verified 

history of employment This gives many companies the ability 

to check the box of compliance for regulatory requirements 

required for employment.  

 

Pre-employment testing looks at the abilities and knowledge of 

the applicant to make sure that they are qualified to perform the 

job duties of the position they are applying for. It also acts as a 

protection for the company against litigation for violating federal 

or state regulations or to avoid claims of discriminatory actions.

It is also important to note 
that the Equal Employment 
Opportunity Commission’s 

(EEOC) Uniform Guidelines on 
Employee Selection Procedures 

of 1978 states that any 
requirement for employment 

that the employer sets is 
considered a test.
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Because of this, all testing and screening that are used as part of the hiring process must be valid, 

legal, equitable, and reliable. The company needs to be able to firmly stand on the results and it should 

give them a solid justification for any hiring decisions that they make.

It is important that HR professionals are current with any hiring trends, especially as it relates to 

pre-employment testing and screening. Technology is ever-evolving, and newer, better software and 

techniques are always being developed. They are widely used because they work. HR professionals 

can count on them to consistently deliver the information that they need and maintain the performance 

that saves the company time and money in the hiring process while getting the results they want by 

identifying qualified candidates.
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The benefits of
pre-hire screening and testing
One of the most common reasons that employers screen 

and test their applicants is to quickly identify those 

candidates who have the experience, skills, and education 

necessary to perform the required tasks within the position.

Often a hiring manager will get an onslaught of applications 

when they publish an opening in their company. They may 

get hundreds or even thousands of resumes and it takes 

a great deal of time to weed through them all. Instead 

of reading every single one, they can scan the resumes 

for specific keywords and terms. This is very high-level 

screening, but it does help to identify the candidates with 

relevant experience and decrease the number of resumes 

they have to review.

Legal, equitable testing can be used to validate the hiring 

process or hiring decision if there is any question about 

fairness or any allegations of discrimination. They can 

keep the hiring process consistent with state and federal 

regulations in certain industries.

Most companies invest in their employees’ continued learning for 

as long as they are with the organization. On average, according 

to the 2020 Industry Training Report, this costs companies in the 

United States around $1,111 per year. On the other hand, 

training a new employee can be quite costly. The Society of Human 

Resource Management estimates the cost per new hire

to exceed $4,000.
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The more a prospective employee’s experience and education line up with the 
skills required for the position, the better equipped they are to move into that 
position with less training. This translates to less expense for training and a 
faster time getting them up to speed, so they are functioning fully in
their new role.

Another advantage of pre-hire testing is that it can identify strengths and 
weaknesses that the candidate possesses. For instance, if an applicant
has solid experience that is relevant to the position they are applying for and 
upon testing, exhibits several strong areas, but one area where he or she is
weak, the company can choose to hire that person and concentrate
training in that area. This saves time and money because they know
where to focus the training instead of using a shotgun approach
and covering all areas, even those that the applicant excels
at or is proficient in.
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Background and
Credentials Verification
There are several pre-employment screening services that would greatly benefit most organizations. These are used  to 

check an applicant’s background, criminal record, and verify credentials. Drug testing may also be included in some 

situations or at the request of the client. Background checks are vital for candidates applying for jobs in financial services, 

information technology, accounting & finance, and other fields that require a higher level of security and discretion.

This is a social security number verification service. The applicant provides 

their social security number (SSN), and the trace finds all names and aliases, all 

addresses, and date of birth that is associated with it. While it does not verify the 

validity of the SSN, it does provide information such as the jurisdictions where 

criminal records may exist for the person.

Social Trace

These searches should be done at the federal, state, and county levels and even 

global. Some industries are legally required to fingerprint applicants and run them 

through the FBI Fingerprint Database. Businesses may try to do background 

searches on applicants themselves. Online databases are often the go-to for 

many companies, but they are not always accurate. The employer may receive 

reports of dismissed or old charges and may miss other current, relevant charges. 

Sometimes they may not even have records for the right person.

Criminal Record Check
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At AccruePartners we thoroughly screen all applicants and verify their credentials to ensure that the pool of candidates 

we send you have already been vetted and their background is clear. That means you can move forward with your hiring 

process unencumbered with the initial screening of numerous unqualified candidates. We only send you applicants that 

meet your  specifications and standards.

Searchable public records are information or records that are not confidential. 

Relevant records for a business that is screening a job applicant may include credit 

report, International Homeland Security Search (OFAC), civil records, Healthcare 

Sanctions Report (HSR), and Sex Offender Registry (especially if the position will 

be near children or involve children, such as an accountant at a private school or IT 

specialist at a children’s hospital).

Public Records Search

Searchable public records are information or records that are not confidential. 

Relevant records for a business that is screening a job applicant may include credit 

report, International Homeland Security Search (OFAC), civil records, Healthcare 

Sanctions Report (HSR), and Sex Offender Registry (especially if the position will 

be near children or involve children, such as an accountant at a private school or IT 

specialist at a children’s hospital).

Credentials Verification

If you know that your applicant spent time in another country, or if your social trace 

shows they lived abroad, you can include a global background check to ensure that 

the applicant is indeed legitimate.

International Screening
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Knowledge, Skills,
and Abilities Assessment
Good hiring decisions start with good testing that ensures that the candidate is 

a good fit. They test knowledge and skills but there are other assessments that 

reveal personality and if they would be a good fit in the corporate culture.

Hiring candidates that are vetted, tested, and qualified for their position has been 

associated with higher employee morale, higher productivity, and lower turnover 

rates. This saves companies both time and money. A bad hire lowers morale and 

ties up managers while wasting vital training dollars.

Pre-hire testing is not new, but there are several screening tools that are emerging, 

and the technology is bringing forth more and better methods that have increased 

effectiveness so that hiring time is decreased.

The more common test methods and tools fall under several categories.

SKILLS
This test measures the applicant’s skills, knowledge, and abilities as they relate to the position that they are applying 

for. This could be math skills for accountants, networking skills for an IT professional, or SEO techniques for a digital 

marketing professional. Often, they not only ask questions to demonstrate the knowledge, but they also include 

questions or even activities that demonstrate the candidate is able to apply the knowledge to real life situations.

APTITUDE
An aptitude test measures the candidate ability to learn, especially learn new skills. It measures the individual’s 

capacity for learning. This can give the hiring manager an idea of how training might go once the applicant is hired.

COGNITIVE ABILITY
These tests measure the applicant’s intelligence or their general mental ability. This can be in the form of a standard 

IQ test or some other type of test that measures specific areas of intellect such as verbal ability, special perception, 

deductive reasoning, inductive reasoning, or problem solving.
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HONESTY AND INTEGRITY
These tests measure a candidate’s propensity toward certain behaviors that would be considered unacceptable in a 

business setting. These might include stealing, bullying, abusing alcohol, lying, or taking drugs. Overt integrity tests 

directly address honesty with specific questions about behavior and attitudes regarding theft. Covert integrity tests 

seek basically the same information about the applicant’s personality but use psychological concepts that are framed 

as respect for authority, dependability, and other perceptions.

PERSONALITY
Personal testing has long been a hiring tool for many companies. While having the right skills and abilities is important, 

being able to fit into the company culture is also vital. These tests look at a person’s interpersonal relations, attitudes, 

motivation, interests, and emotional adjustment. They are often seen at leadership levels such as management and 

supervisory. It is worth noting that there are some critics of personality and integrity tests because they feel the 

information is not related to the applicant’s job performance or abilities. Some also claim that it may be an invasion 

of privacy. However, many organizations do use them, and they can be useful in certain hiring situations.

INDUSTRY SPECIFIC
Testing for industry specific skills and knowledge has long been a vetting tool for employers. They use the tests to 

make sure that the applicant can do what they claim they can do. This is important in specific occupations such as 

financial services, information technology, and accounting & finance. Other professions such as a human resources 

specialist may be tested on employee benefits or legal compliance while the digital marketer may be tested on 

measuring the effectiveness of a campaign or the technical knowledge needed for certain aspects of marketing such 

as SEO.

There are many different types of tests that the hiring manager can give an 

applicant. Knowledge, Skills, and Abilities (KSA) assessments are common in 

professional settings and were once popular with government hiring managers. 

Polygraph tests were once popular assessment tools, but the Employee 

Polygraph Protection Act of 1988 made it illegal for employers or prospective 

employers to request or require pre-hire polygraphy with only a few exceptions.
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Constructing Assessments 
and Determining the Right 
Questions to Ask
When determining what pre-hire screening and tests are needed, the hiring 

manager needs to first review the position and determine what skills and abilities 

are needed.

This starts with outlining the position and listing all the duties that are involved. 

It is not unusual for the same job description to be copied for several positions. 

However, breaking down the job duties helps to identify what the applicant needs 

to be able to function in that position. This is broken down into four areas:

Knowledge

What the applicant needs to know, the information they must have

such as SEO techniques, accounting principles, or financial management.

Skills

Behaviors or techniques that the applicant has learned that they need in

order to perform their job successfully such as 10-key, typing,

or computer repair.

Abilities 

Behaviors or techniques that are observable that the applicant

needs in order to carry out any physical requirements of

the position such as stooping, bending, or lifting.

Other

Other characteristics that the applicant may

need such as being reliable or having an

outgoing personality.
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Once this information is in place, the hiring manager must 

determine what knowledge, skills, and abilities the applicant needs 

to have on their first day on the job. This is what they need to know 

without any training, just walk in and get started. This information 

will guide the testing options.

Some employers develop their own custom tests while others rely 

on tried-and-true testing that is customized to their organization. It 

is best if the tests are not generic and do incorporate the specific 

needs of the company and the position.

The tests can be any combination of oral questions, written 

questions, and performance of specified tasks.

Pre-employment testing must meet certain regulatory and legal 

requirements as well as professional standards. It is not a quick 

or easy process. It can be expensive and tie up resources that the 

company cannot afford to lose. This is why many organizations 

choose to have their pre-hire tests, and the testing process 

conducted through a company that specializes in recruiting and 

hiring. That way they can be sure that it is compliant and addresses 

the appropriate needs of the position.

Pre-employment testing and screening have come a long way, 

but there are always changes being made. Keeping up with the 

latest trends, newest technology, and best practices can help keep 

companies in motion because they don’t have to tie up resources 

that they need for normal operations.
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Pre-hire screening and testing   
   best practices for 2022

Disclose early in the process
Most applicants are looking for transparency in the 

companies they work for. Addressing the topic of testing 

early in the hiring process lets applicants know up front that 

their skills, knowledge, and abilities will be tested. This can 

discourage some less qualified applicants from applying and 

lets more experienced applicants know that the company 

has a culture that values transparency.

Many companies are now disclosing that testing will be part 

of the hiring process very early – even including it in the job 

ad or vacancy post. They are even including the why behind 

their assessments. These practices send a strong message 

to applicants that they are more than just a number, that they 

are valued as individuals.

Determine which test or tests
to administer
This is really the first step and one that needs to be addressed 

early on because there are a lot of moving parts. While the 

reason for the testing is to determine whether or not an 

applicant is qualified to perform a specific set of tasks within 

a certain position.

Hiring managers are moving more toward testing that is 

done electronically, on a device or computer. This saves both 

time and money because the applicant can take the test, it 

can be graded, and the score reported all electronically with 

little human intervention.

Pre-employment testing and screening are popular methods for assessing candidates and  

  identifying those that are best qualified to fill certain positions. They have long been used to 

      find the right man – or woman = for the job.

            While some best practices haven’t changed much over the years, others are the result 

                   of new research or emerging technologies that are reframing testing methods to 

                       streamline the process. The use of AI, simulators, and electronic devices has 

                             overtaken the old paper and pencil method in the majority of hiring situations.

                                    These are a few of the best practices for pre-hire screening and testing.
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Decide at what point in the hiring
process you should test.
There are two points in the hiring funnel where it just 

makes sense to include pre-hiring testing. The first is during 

the early, fact-finding stage where the hiring manager is 

collecting resumes and screening the applicants. Some pre-

employment testing can be done at this time to ensure that 

only those candidates most qualified move on to the next 

stage. That next stage is the evaluation stage and it is a 

smaller candidate pool but more focused testing, in-person 

interviews, background screening, on-site assessments, 

and reference checks. This is where the more in-depth 

professional skills testing takes place.

Determine how much testing
you should do
Hiring managers walk a fine line between not testing enough 

and getting unqualified candidates or testing too much and 

burning out candidates. There needs to be a balance between 

the two with the outcome being to identify the candidate who 

is best equipped to step into that vacant position.

The average test is between 10 minutes and 40 minutes with 

most hovering at around 21 to 30 minutes. Some testing can 

go longer, but organizations are largely moving away from 

lengthy tests and opting for shorter tests that gather more 

focused information.

This is where it can be beneficial to work with a recruiting 

company that can conduct your testing for you. They have 

the expertise to determine what types of testing to do, at 

what point, and how much is appropriate.

Test your existing employees to 
create benchmarks
An emerging trend that is helping hiring managers develop 

pre-employment tests or choose appropriate tests is testing 

their existing employees. This establishes a baseline for the 

knowledge, skills, and abilities that are needed while also 

aiding hiring managers with a clearer picture of what to ask 

on the test to identify more qualified applicants.

This is a common practice on a larger, more general scale, 

but now organizations are catching on and adopting the 

process for internal measures. They use the information 

to create benchmarks that guide applicant testing and the 

desired outcomes.

Establish your maximum and/or 
minimum cut off scores
Establishing cut off scores allow hiring managers to filter out 

applicants who are unqualified or overqualified. Determine 

what skills are the bare minimum that candidates must have 

as well as the point where the skills exceed the demands 

of the position to the point that the candidate would be so 

overqualified that they would not be a good fit or would be 

more likely to leave the position early.

This is a common practice in industries such as finance 

or information technology where it is common for an 

organization to have several levels of one position, such 

as Accounting & Finance I, II, and III. However, more 

smaller companies are finding that setting these standards 

provides them with qualified candidates that don’t need as 

much training. This saves time, money, and resources like 

manpower.
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Create Defensible Pre-Hire Testing Standards
There are legal requirements that are associated with pre-employment testing. Discrimination is a significant one. A passing 

rate cannot exclude or affect groups that are protected. The way to best manage this is to create tests that have validity, 

which are measurable, and that have results standards that can be corroborated by research or published statistics and 

information or both.

Assessments need to be related to the job and necessary for business. Ideally, skills-based tests should be developed by 

industry experts who have the understanding and experience necessary to create the assessments from that industry 

perspective. The goal should always be to find the best possible applicant for the job and this claim should line up with 

research as well as the tests.

Job skills are changing rapidly, and the demands of many positions are changing with the technology boom. As newer 

technology emerges overall and within certain industries, the demands regarding skills and abilities will evolve with that 

growth. Choosing a recruiting company that keeps its finger on the pulse of the industries that matter to you will allow you 

to keep your assessments current and consistent with those changes.

At AccruePartners we thoroughly screen all applicants and verify their credentials to ensure 

that the pool of candidates we send you have already been vetted and their background is 

clear. That means you can move forward with your hiring process unencumbered with the 

initial screening of numerous unqualified candidates. We only send you applicants that meet 

your specifications and standards.

Let AccruePartners help you identify the top talent that is ready to join your team. We’ll take 

care of the pre-employment screening and assessments so all you have to do is sit back and 

let the qualified candidates come to you. Call today to get started and find out how we can 

help unite you with candidates interested in your opportunities.
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