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Goal: To promote transition of learners into 
the workforce

Objective: Learners will be able to utilize the 
work readiness skills identified and valued 
by employers to increase the likelihood of 
getting and keeping employment
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Step 1 – Profile and Certify Current Skills 

Step 2 – Develop Skills 

Step 3 – Certify Improved Skills

WSCS is a three step process:
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Step 1 – Profile skills
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WSCS Profile
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1. Administer assessments:
• CASAS Assessments via CASAS eTests

• GOALS Reading– 60-75 minutes
• GOALS Math – 60-75 minutes

• LRI Workforce Readiness (soft skills) via the web
• Personal Qualities – 40 minutes
• Customer Service – 37 minutes

2. Create a Workforce Skills Profile from TOPSpro
Enterprise 

• Combines results from Reading/Math and Soft 
Skills Assessment 

Step 1 – Profile Skills
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 Documents a person’s work-related academic and 
work behavior skills (soft skills) 
 Benefit for Learners

Documents learner’s current work readiness 
skills: 
What the learner knows
What skills needs to be developed

 Benefit for employers
Documents job candidate’s work readiness skills

 Informs employer if prospective employee 
meets job skill requirements

Why a Workforce Skills Profile?
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 Personal Qualities (PQ)*
• Integrity
• Responsibility
• Self-Esteem
• Self-Management
• Sociability

 Customer Care (CC)*
• Customer Relations
• Decision Making
• Commitment to Quality

*LRI’s Workforce Readiness Skills assessment 
To see samples go to:  www.learning-resources.com

Workplace Behaviors (Soft Skills)
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WSCS Soft Skills Assessment 

 Video-based assessment: Learner watches 
a short video clip of a job scenario and 
has to decide on the best and worst 
course of action 

 Applicable, on-the-job situations 

 Cell phone usage

 Working with a team

 Helping customers 



Step 2 - Develop skills 
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Plan and provide work readiness skill curriculum and 
instruction:

• Utilize diagnostic reports to target instruction

• TOPSpro Enterprise competency reports on 
learner’s  reading and math skills 

• LRI Feedback and Development reports on 
learner’s soft skills

• WSCS Soft Skills Discussion Guide to help 
plan activities and curriculum 

Reassess periodically to measure progress

• Create updated WSCS profile
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 SOCIABILITY:

 You are understanding, friendly, flexible, and polite; when you 
are around coworkers, you participate in whatever is going on, 
instead of trying to be “invisible”; you get along well with 
others; you take an interest in what others say and do.

 Situation In Which Your Performance Was Acceptable

 Is open and honest with coworkers because he/she knows it’s 
easier to work with people when you get along with them.

 Situation In Which Your Performance Needs Development

 Spends some time chatting with coworkers, but not too much. 
Knows the difference between “down time”, when it’s okay to 
socialize, and when it’s time to concentrate on work and to let 
others concentrate on their work.

LRI Feedback Report
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 Identify effective skills and developmental 
needs

 Create development plans to best target 
learners’ areas of weakness 
Classroom role-playing 
LRI Training DVD 
Cater instruction to best fit your program and 

students’ needs 

LRI Feedback & Development Reports

162016 CASAS Summer Institute



 SKILL:  Integrity – You know right from wrong and try to do the 
right thing.

 QUESTION: Assume you are at work and one of your co-workers 
decides that he wants to leave work 15 minutes early, but does 
not want the manager to whom you both report to know that he is 
leaving early. As your co-worker is leaving he explains to you that 
he is leaving early and asks you to “cover for him” in case your 
manager comes by and asks where he is. What would you do in 
this situation?

 (Possible probes/additional comments: Assume the Manager 
comes by and asks you directly where your co-worker is. What 
would you say? What would you say to the coworker before he 
leaves?)

Comprehensive Soft Skills Discussion Guide
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SAMPLE EFFECTIVE BEHAVIORS:

1. Indicating disagreement with the co-worker’s deceitful actions.

2. Informing the co-worker he/she will not lie to the manager.

3. Indicating that he/she will tell the manager the true story.

SAMPLE INEFFECTIVE BEHAVIORS:

1. Seeing nothing wrong with the co-workers behavior (e.g., it’s not my 
business).

2. Agreeing to “cover” for the co-worker or play dumb if questioned by the 
manager.

3. Indicating disagreement with the co-worker’s actions, but a reluctance to state 
views to the co-worker

Comprehensive Soft Skills Discussion Guide
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Step 3 – Certify Skills
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Administer certification tests via CASAS eTests:
a. CASAS WSCS – Form 551

Reading  (40 minutes)
Math  (40 minutes)

b. CASAS Critical Thinking  (15 minutes)
c. CASAS Problem Solving  (25 minutes)
d. LRI Workforce Readiness - soft skills

Personal Qualities  (40 minutes)
Customer Care  (37 minutes)

Note: only administer LRI soft skills assessment if 
student has not yet achieved level 6 overall in both 
sections.

2016 CASAS Summer Institute 20

Step 3 – Certify Skills



Form 551 assesses academic skills

 Reading

 interpreting manuals, forms, diagrams, charts, 
signs

other types of workplace documentation

 Math

application of math skills to job-related 
tasks/situations

basic computation

decimals, fractions, percent, ratios 

simple applied algebra

Work-related Academic Skills 
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The WSCS Critical Thinking test questions :

• are analytical in nature 

• involve making observations, inferences, and deductions, drawing 
conclusions, and making decisions. 

• include selecting an answer from given responses

The WSCS Problem-Solving test questions:

• reflect a six-step problem-solving model:

1 – Identify the problem

2 – Identify possible causes of the problem

3 – Identify solutions to the problem

4 – Implement a plan to solve the problem

5 – Evaluate the solution

6 – Modify the solution

• include selecting an answer from given responses and writing original  
responses

Prepare for Critical Thinking and Problem 
Solving 
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Critical Thinking and Problem Solving 

 Choose the test that best matches a 
learner’s work experience and/or career 
interest. 
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Step 3 – Award Workforce Skills Certificate

Workforce Skills Certificate is awarded when a learner scores:

•on WSCS Form 551
246 or above in Reading 
240 or above in Math

•on WSCS Critical Thinking – pass
•on WSCS Problem solving – pass
•on LRI Customer Care – 6 or above
•on LRI Personal Qualities – 6 or above

Note: If a learner does not score high enough to earn a certificate, print out an updated WSCS 
Profile for him/her.
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 For me, a surprise from this training has been________________?

 I’m still not clear about_____________.

 What will appeal to my learners about this program is ______________.

 I’d like more information about __________.

 What I may need help in presenting this program to colleagues, administrators, clients, 
employers or others is_______________.

Resources

 LRI Workplace Behaviors (Soft Skills)

www.learning-resources.com

 CASAS 

www.casas.org

WSCS

wscs@casas.org

Wrapping Up
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Thank you for attending!
Help improve the Summer Institute, take the survey!

Facebook.com/CASASsystem use #casassi2019 to share!
@CASASsystem use #casassi2019 to tweet!
CASASAssessment
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https://www.surveymonkey.com/r/CASAS-SI
https://www.facebook.com/CASASsystem
https://twitter.com/CASASsystem
https://www.youtube.com/user/CASASAssessment
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