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Introduction 

Rapid assessment of skills: why, how and 

for whom? 

What you are looking at is a manual:  a guide 

for assessing vocational skills without 

language. 

Why is such a tool interesting – and 

necessary? 

The European Labour Market is in need for 

more workers. Public institutions and 

organizations, Job Centres, Recruitment 

agencies and other Labour Market partners are 

thus confronted with an increasing demand for 

a competent, flexible and mobile work force.  

Recognition of immigrants’ vocational skills 

and the development of the methods that are 

related to the process is therefore a very 

current topic in Europe at the moment. 

This matches with the national policies that 

aim at integrating newcomers into the society 

as quickly and efficiently as possible. And long 

vocational training programs are not always 

the best and the most efficient solution for 

migrants – or the Labour Market.    

 A majority of the migrants lack certain 

competences; are unable to document and/or 

demonstrate acquired skills  (i.e. due to 

language problems) or need to be updated 

professionally, in order to live up to the current 

and changing standards of the Labour Market, 

as well as becoming active participants in the 

local, national and European society. 

In order to offer vocational or further training 

for the migrant trainees' real needs, or to guide 

them to a track or place that corresponds with 

their professional skills, there must be an 

assessment and a tool, that shows prior 

learning, work experience, competences and 

skills that are relevant for their professional 

development. Also, creating a test situation 

where the migrant does not have to be fluent 

in the language of the country, where he/she is 

seeking employment. 

Furthermore, valid tools for evaluating and 

measuring prior learning, professional and 

workplace culture skills, saves time and 

financial resources.  

This task is precisely what the Fast Track 

project has attempted to do! 

Assessment tools for three professions, 

Kitchen Helper, Social & Health Care Helper 

and Tiler, have thus already been designed, 

and the tests tools are incorporated into the 

manual complete and ‘ready-to-use’. 

Furthermore they may be used as models for 

producing new tests and assessments.  

How? 

The assessment is done by letting the migrant 

complete a non-linguistic test/quiz, composed 

of pictures describing actual workplace skills, 

situations, and dilemmas. It is in the form of 

answering multiple-choice questions/pictures, 

yes/no questions, putting pictures in the right 

order/sequence, etc.  

The tests are intended to be valid (assessing 

actual and real life facts) and quick to 

undertake. 

The Manual and the accompanying Handbook, 

should allow for other professions or working 

life stakeholders to elaborate their own tests, 

according to their own needs and national 

standards, and add them to the Assessment 

portfolio in the future. 
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For whom?  

The assessment tools may be used at 

different levels and for different purposes: 

1 The migrant, who is looking for a job in 

a European country, curious about the 

skills necessary for him/her to get a 

foothold at a workplace, and maybe in 

need of suitable training and faster 

tracks into the working life. 

2 The municipal case worker at the Job 

Center, Career guide, or Recruitment 

agent, HR Personnel trying to match 

workplace with job seeker. 

3 Workplaces, looking for employees 

whose skills match the existing needs 

for labour force,   and wanting to 

assess their prior skills in a more 

efficient and time saving manner. Also 

when considering possible extra 

training or on-the-job-training at the 

work place. 

4 The teachers and training institutions, 

trying to offer more efficient guidance 

processes and better tailor-made 

training programs and individual 

training paths. Furthermore to be used 

in evaluating in-house training 

processes and programs. 
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How to get started 

In order to start the process, you need basic 

computer skills, a computer, Internet access, 

camera and possibly photo editing software. In 

addition to photos, you can also use drawings 

and/or videos. However, using videos and 

drawings requires not only more time, but also 

advanced computer skills, video editing 

software and illustrator, in case you are not 

going to buy rights to use paid pictures and 

images. It is notable, that by using your own 

photos, you can present exactly what you want 

in pictures, pay attention to small details and 

use them for commercial purposes also 

without asking permission. 

How to choose a certain field or 

profession 

Prior to starting the concrete work, you should 

consider for which field or profession you want 

to do the skills assessment. When choosing a 

certain field or profession you should keep in 

mind the purpose of the test and the target 

group. There are different aspects to consider 

before making the choice: are you going to use 

the skills assessment for example in a job 

center, in an educational institution or in a 

company? There are different aspects to take 

into account while creating the content for the 

skills assessment, depending on the target 

group. 

You should also consider a need for which your 

skills assessment should answer. You can use a 

skills assessment as a guidance tool in a 

vocational institution for example in the 

beginning of a training in order to recognize 

migrants’ prior learning in validation process or 

in planning a person’s further educational 

path.  Alternatively, you might want to use it in 

recruiting process as a recruiting tool for 

example in a company that recruits foreign 

workforce. Depending on the company’s 

purposes, you might want to add some 

company-specific parts in your skills 

assessment.  

Shortly, prior to starting the process, you 

should define at least for whom, for what 

purposes and for what need and requirements 

you want your skills assessment to meet. In 

planning, you should also specifically pay 

attention to fields that are relevant to a non-

linguistic approach. For example a field that 

has a demand for workforce or a field where 

many migrants have work experience in their 

native country or educational fields that have 

an increasing amount of students with migrant 

background and a need to recognize their 

professional skills at an early stage. 

What kind of skills to assess 

After choosing a field, you should identify the 

skills that you are going to add to your skills 

assessment. The best way to start the process 

is to get familiar with the national core 

curriculum used in vocational education. On 

that basis, you can start a more detailed 

examination in terms of areas to be covered in 

the skills assessment. You can interview not 

only vocational teachers and working life 

representatives, such as employers, student 

mentors at the workplace and entrepreneurs, 

but also guidance and counselling teachers and 

counsellors at job centers. The focus should be 

on real requirements on core skills that are 

important in working life. In co-operation with 

different operators, you are likely to get the 

best result that takes different point of views 

into account. 

To make a structure in the skills assessment it 

is advisable to divide core skills of one 

profession into thematic areas. These would 

possibly be assessed partially to keep the 
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assessment simple. One field or profession 

should consist of 3 to 6 thematic areas, in other 

words – subtests. Thematic areas can be such 

as clothing, tools, materials, safety at work 

place, hygiene, interaction or concrete work 

tasks, depending on the nature of the work. 

Skills that are often relevant in a profession are 

both hard and soft skills. After defining the 

core skills and dividing them into subtest, you 

should divide skills into hard and soft skills. In 

order to get the right emphasis, logical order of 

the questions and consistent content, you 

should also find a balance between hard and 

soft skills by defining which one you think is 

more important in that profession and 

emphasize that in your skills assessment. This, 

of course, depends on the profession. For 

example, nurse in elderly care needs more soft 

skill in his/her work than a metal worker. 

Who can benefit from skills 

assessment 

As mentioned earlier, skills assessment can be 

used for different purposes. In our experience, 

target groups are job centers, VET providers, 

schools and training centers, working life 

representatives, labor union and branch 

association representatives. In job centers, 

counsellors can use it as a guidance tool in the 

early stages since there can be some 

understanding problems due to the lack of a 

common language. In the educational sector, 

for example teachers and guidance counsellors 

can use skills assessment in counselling 

conversations and in testing periods prior to 

vocational training. At workplaces, there are 

various possibilities to use skills assessment: in 

a recruiting process, in recognition of 

employees’ prior learning and planning further 

education, as a learning tool in introduction 

while educating newcomers in a workplace. In 

addition, labor unions and branch associations 

could take advantage of it. Of course, there can 

be some other good ways to utilize the idea of 

non-linguistic skills assessment for a certain 

profession or field. 
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iSpring Quizmaker 

and iSpring Learn 

instructions 

This chapter explains how to use the tools used 

to create the quizzes as well as how to use the 

service for saving the results. Note that many 

answers that are not included in this guide, 

may be found on the iSpring tutorial pages: 

http://www.ispringsolutions.com/support/q

uizmaker/video-tutorials.html 

Downloading the iSpring QuizMaker 

tool and registering for an iSpring 

QuizMaker license 

The QuizMaker tool can be downloaded for 

Windows computers only from the iSpring 

website: 

http://www.ispringsolutions.com/ispring-

quizmaker  

To register for a license, you must click on the 

“pricing” link. Note that there are also 

discounts for academic, non-profit and 

government organisations. Follow the 

payment process to be sent a license code 

which you can use to unlock the QuizMaker 

tool beyond its free trial period. 

Use the code in the QuizMaker application to 

activate it. If successful, you will receive a 

confirmation message.  

The QuizMaker tool is now ready for use. 

If you want to transfer the license to another 

computer or to another user, ensure that you 

deactivate the license from a previous 

installation first. Instructions on how to do this 

can be found here: 

http://www.ispringsolutions.com/docs/displ

ay/IQ/Deactivating+iSpring+QuizMaker+Lice

nse  

Registering for an iSpring Learn 

license 

The iSpring Learn service allows you to create 

users to take your quizzes (for when you want 

to restrict access on who can take the quizzes) 

as well as store the data from the quiz 

attempts. During creation of the quizzes, you 

can indicate which service the results will be 

sent to. If you want to use the iSpring Learn 

service, you will have to register for a license 

which can be done here: 

http://www.ispringsolutions.com/ispring-

learn  

Be sure that once the iSpring Learn account is 

registered, you set up the following settings: 

 Create a common publisher account 

 Create student accounts 

 Remove the automatic renewal of the 

license if needed 

Creating template 

The first step to creating a branded set of 

quizzes is to make sure they all look and “feel” 

the same despite have different content. The 

best way to do this is to create a template for 

the quizzes. 

http://www.ispringsolutions.com/support/quizmaker/video-tutorials.html
http://www.ispringsolutions.com/support/quizmaker/video-tutorials.html
http://www.ispringsolutions.com/ispring-quizmaker
http://www.ispringsolutions.com/ispring-quizmaker
http://www.ispringsolutions.com/docs/display/IQ/Deactivating+iSpring+QuizMaker+License
http://www.ispringsolutions.com/docs/display/IQ/Deactivating+iSpring+QuizMaker+License
http://www.ispringsolutions.com/docs/display/IQ/Deactivating+iSpring+QuizMaker+License
http://www.ispringsolutions.com/ispring-learn
http://www.ispringsolutions.com/ispring-learn
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Start by creating a blank quiz and adjusting the 

Player and Properties settings according to 

your needs. At any time, you can click the 

Preview button to see and test your quiz. 

The technical properties applied to the project 

template were: 

 Size: Default 16:10 (960 x 600px) 

 Passing Score: 100% 

 Time limit: None 

 Number of attempts to take the quiz: 

Unlimited (Due to many persons 

using the same username and 

password to take the quiz.) 

 Feedback: Title and Text (The text 

contained the images for a correct or 

incorrect answer.) 

 Quiz Taker Info: None. (We created a 

question to ask for an identification 

code instead, as this would show up in 

the answer results.) 

 Navigation: Linear, 1 question at a 

time. 

 Question defaults: 10 points per 

correct answer. 0 points per incorrect 

answer. 1 attempt per question, 

shuffled answers. 

 Feedback: Correct answers receive a 

green “tick” image, incorrect answers 

receive a red “cross” image. 

 Result: Regardless of whether the 

quiz was passed or not, the user is 

referred to the project website. 

 Reporting: No additional reporting 

methods were used as the iSpring 

Learn service is used. 

See the following chapter for how to create 

the example questions for your template. 

Creating questions 

The most important aspect to remember 

when creating questions is that you have two 

views available: 

 Form View  

 Slide View 

The form view is best when adding: 

 Question images 

 Answers images 

 Organising answers (e.g. correct 

sequence, correct pairs and active 

hotspot areas) 

But the Slide view is best for: 

 Adding question icons (used to 

indicate what type of response is 

required without using text) 

 Cropping question images 

 Organising the layout of the question, 

e.g. location of the question icon 

 Testing that all the possible answer 

images are visible to the persons that 

will take the quiz. 

It is strongly recommended that each 

question has an icon to non-verbally inform 

the user what kind of response is needed. 

Please see the chapter regarding icons for 

more information. 

To add questions, 

click on either Graded 

Question or Survey 

Question and the 

select one of the 
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question types. Survey questions do not have 

correct or incorrect answers. 

Question types 

Here are some tips when creating each 

question type that was used in the project 

quizzes: 

Short Answer 

This is the only question from the list of survey 

questions, which are not graded. This was used 

to allow the persons taking the quiz to provide 

an identifier such as a number or code so that 

the results could be accurately related to a 

specific person. 

This question simply requires the question to 

be written or an image to be displayed. 

True / False 

This question is used to identify a single correct 

response from two options. The person taking 

the quiz is sometimes requested to identify 

was is incorrect about the question image so 

different icons were created to ensure the user 

knew whether to search for correct or 

incorrect responses. 

This question requires a question image an 

image for each answer. 

Multiple Choice 

This question is used to identify a single correct 

response from multiple options. The person 

taking the quiz is sometimes requested to 

identify was is incorrect about the question 

image so different icons were created to 

ensure the user knew whether to search for 

correct or incorrect responses. 

This question requires a question image and an 

image for each answer. 

Multiple Response 

This question is used to identify two or more 

correct responses from multiple options. The 

person taking the quiz is sometimes requested 

to identify was is incorrect about the question 

image so different icons were created to 

ensure the user knew whether to search for 

correct or incorrect responses. 

This question requires a question image and an 

image for each answer. 

Matching 

This question type is used to identify 

association between two objects such as a tool 

and its purpose. E.g. cheese and a cheese 

grater. For each premise on the left, a single 

correct response is offered which is randomly 

placed on the right. The user must drag and 

drop the images into correct pairs. 

This question may require a question image 

and an image for each pair of premise and 

response. 

Sequence 

This question type is used to identify 

understanding of correct procedure in a 

process. For each step, an image shows a step 

in the process. The user must drag and drop 

these images into the correct order. 

This question may require a question image 

and an image for each step. 

Hotspot 

This question type is used to identify certain 

correct areas of an image. The required areas 

may be something positive, e.g. find the 

correct tools for a specific task. The user must 

place the required number of markers on the 

image. The person taking the quiz is sometimes 

requested to identify was is incorrect about 

the image, e.g. find the wrongly packaged 

objects in a scene, so different icons were 

created to ensure the user knew whether to 

search for correct or incorrect responses. 

This question type may require a question 

image and must have an image as the answer. 
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Creating question and answer images 

Note that the iSpring QuizMaker will resize 

your images to fit the quiz area. The user can 

always click on the image magnifying glass icon 

to maximize the image and see more clearly. 

It is still important though that the images 

clearly show what is meant to be seen. Avoid 

having any unnecessary items or people in the 

image whenever possible. 

If you need to crop an image, you can do this in 

any graphic editing tool such as Paint or more 

advanced tools such as Photoshop. No specific 

width or height must be defined. 

Supported image formats are .jpg, .jpeg and 

.png. PNG format is recommended where 

possible, to ensure the image is as clear as 

possible. Other supported formats are .bmp 

and .gif but these are not recommended. 

Using icons to denote required 

response types 

Due to the quizzes goal of estimating 

professional skill levels and not language 

levels, icons were created to visually imply 

what responses are required from the persons 

taking the quiz. 

 

In order to ensure that the quiz would not 

become too confusing, quizzes were limited to 

only using 5 of the question types. 

Publishing the quiz 

In order for a quiz to be taken, it must be 

published. The iSpring QuizMaker tool 

supports a range of publishing options. The 

major differences are where the results are 

available from after the quizzes are taken. 

If the quiz is published to the web, the results 

must be printed immediately after each user 

has taken the quiz and / 

or it can be sent to an 

email address. 

The iSpring Cloud, iSPring 

Learn and LMS options 

enable the results to be 

sent to an iSpring hosted, 

or one’s own server for 

storage and later 

retrieval. 

The Word option provides a printout for 

manual answering. 

For this project, the iSpring Learn was chosen. 

After creating the quizzes, they are uploaded 

to the iSpring Learn LMS and made available to 

the student group. 

The final step on the publishing process is to 

copy a link to the quiz onto the website where 

the quizzes can be found: 

http://www.fasttrack.fi  

Testing the quiz 

After publishing the quiz, it is tested by the 

creators and a set number of other 

professionals. Feedback is taken into account, 

the quiz is updated accordingly and 

republished. 

Taking the quiz 

Takers of the quizzes can find them at the Fast 

Track website: http://www.fasttrack.fi  

From this home page, the user can select the 

profession they wish to take quizzes for by 

clicking on the related icon or from the menu. 

http://www.fasttrack.fi/
http://www.fasttrack.fi/
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After this, they are presented with an 

interactive image that displays the available 

quizzes. 

In this example, we can see the Tiler page and 

the 5 quizzes for that profession, with the Tools 

quiz currently highlighted. 

After clicking on the icon for a quiz, the user is 

presented with the quiz and requested to log 

in with the username and password created 

within the iSpring Learn system. 

Finding the quiz results 

The quiz results can be found by those with 

administrator rights from the iSpring Learn 

system. 

Once the necessary quiz is found in the 

system’s content, the Reports function can 

provide a variety of different results formats. 

For the Fast Track project, the most used was 

the Attempt Detail results which provided the 

results to a specific attempt at a quiz. These 

results can be downloaded as an Excel file, 

which are then copy-pasted into a table for 

listing all results for every quiz. This allowed for 

better analytics of the answers. 
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Tests 

We recommend that a pair or a small team 

makes a quiz test. The perspective of another 

person is very helpful in a project of this sort. 

After choosing a profession that you are about 

to make a quiz for (shop assistant, for example) 

the first step is deciding the basic skills that are 

required. In our experience, the so called soft 

skills (attitude, politeness etc.) are hard to 

define in a test like this. However, knowledge 

of work procedures can quite easily be 

detected. You may have a notion of the skills, 

needed for the chosen job, but for the best 

results it is advisable to consult professionals 

(ex-professionals), those who train new staff 

and someone with work experience. 

To get started you need to write suggestions of 

your own that your consultants can improve 

and advise you to leave out. Probably they will 

add new ones. Once you have a conclusion 

regarding the basic skills the next step is to 

visualize how these can be measured and 

tested, non-verbally. 

Important factors to consider when 

writing the script for the assessment 

tool 

The images/pictures you choose must be 

simple and clear and in the first version 

testakers are recommended to write down 

what is being asked. (Be careful regarding 

copyrights). Keep in mind that in the final 

version there will be no text; the photos must 

say everything that is needed.  

Decide how many parts the test will consist of. 

We recommend that you have 4 subtests, 10-

20 questions in each. In the field of Health Care 

Helper we for example had: medicine, 

nutrition, relocation of patients and a general 

part. 

Keep in mind that the quiz must not be too 

time consuming, the time limit should be 30 

minutes for the whole test.  

It is very important to choose a good question 

picture (what is being questioned?), and have 

it framed with a question mark beside it. Keep 

it simple and leave out anything that might 

distract the testaker. 

You should, if possible, choose models of both 

genders, different ages and of ethnic diversity. 

The question types must be decided. The 

testaker should always choose how many 

“right” answers (not wrong) with these types 
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of questions: 1) right or wrong, with 2-3 

options. 2) the correct sequence (work order, 

maximum 3 pictures). 3) matching pictures, 

maximum 3 pairs.  

Make sure that icons and symbols look the 

same, at least in each part of the test. 

Workshops & piloting 

When the first version of the quiz is ready you 

need to have workshops for testing. You 

should invite members from these fields: 

stakeholders, professionals (and ex-

professionals), students & workers in this field, 

as well as random takers. To make sure the 

outcomes are valid we suggest that the 

minimum amount of testakers, taking the 

whole test, is: 20 professionals, 10 

stakeholders and 10 random.  

Introduce the test to them and make sure that 

they can give written comments for each 

question, and for the quiz as a whole. The 

technical aspect, good web connection, must 

be secured. Obviously you use their comments 

and statistics to improve your test. You will 

most likely find out that some questions simply 

do not work, since they are too easy, difficult 

or unclear. Then you must make new ones to 

replace them.  In the picture below it is unclear 

where the person is going, therefore a new one 

was made. 

 

 

After the testing tool is ready 

When you are satisfied with your quiz the 

piloting phase starts. There you present your 

product and recommend it to those that might 
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be interested in getting it for free or buying it, 

depending on your aim or needs. Be ready to 

accept comments that you can use for further 

improvement of your test. 
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Pictures 

To detect the professional skills of our target 

group -as mentioned in the previous chapter - 

we only use pictures which describe actual 

workplace skills, situations, and dilemmas. 

There are two options to get the right pictures 

for each question. You can buy images in 

several picture databases or you take photos 

yourself.  

Script  

Make sure that the picture clearly 

demonstrates a specific situation. Keep in mind 

that in the final version there will be no text; 

the photos must be self-explanatory. 

Before taking pictures you must plan the 

situations that they should depict. Writing a 

storyboard for each question -including the 

question type- is a helpful first step. It is 

important to take all the pictures you need in a 

certain area, at the same time. Take into 

consideration not to offend anyone with the 

pictures. You should include models of ethnic 

diversity, different ages and all genders. 

Behind the storyboard it is advisable to list the 

equipment that you need before going to the 

set. 

There are two types of images per question 

that you must keep in mind. First the image 

describing the situation asked about in the 

question and secondly the image showing the 

content/situation of the question. 

To differentiate the two images from each 

other put a frame around the question picture, 

and a question mark beside it.  

In addition, you can use icons to give the 

testaker an orientation of the question type.  

The icons should illustrate what you are asking 

for. Use the same type of icon all throughout 

the test.  

Copyrights, permissions 

One of the difficulties of creating a quiz is the 

copyright. Images of databases, google 

research, books, magazines, or other external 

sources are automatically protected by 

copyright. Taking pictures yourself could be a 

solution for this dilemma. In case you take the 

pictures yourself, the protagonists in the 

photos should sign a declaration of consent: 

photographs or other images! 

Quality of the pictures  

Take the time to invest in high quality photos. 

To be sure that you are heading for the right 

direction there are four main factors that 

determine the image quality: 

Question image with frame 

image 

image 

icons question image 
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 The quality of the recording device 

(camera's optics and sensor, scanner's 

sensor) 

 The size (in pixels) of the digital image 

 Spatial printing (DPI at least 240) 

 Lighting 

 

  

NOTE  
Databases of pictures free of copyrights under Creative Commons CC0: https://pixabay.com/en/ 
 

https://pixabay.com/en/
https://pixabay.com/en/
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