


C R N  Y O U R  
OFF ICC CMPLOYCCS RCRD? 

Comments by Tom Ramsay 
Human Resources Psychologisi 

You may assume office applicants have the reading 
skills needed to work in an office. Because of the recent 
publicity that 20 percent of the workforce is functionally 
illiterate, we have developed a 40-item test consisting of 
five passages of text concerning common office com- 
munications followed by 8 multiple-choice items after 
each passage. The test has been administered to 
students in several business school curricula. 

A review of office materials included office procedures, 
handbooks, manuals, directions, references, and text- 
books. They ranged from a SMOG readability of 10.0 to 
13.7 and the mean was 11.7. The passages include 10, 
11, 12, and 13 SMOG readabilities. The mean is 11.4 
and the range is from 10 to 13. Two passages are at 
11.0. 

Item analysis for 69 persons shows scores from 18-40, 
with a mean of 34.12 standard deviation of 5.00, standard 
error of measurement of 2.0, and KRzo reliability of 34. 

We envision this test being used with applicants for 
office positions. We suggest other tests to evaluate read- 
ing, keyboard, filing or other skills. 

We would be happy to discuss the requirements of 
your organization with respect to knowledge required by 
your facilities and technology. 
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