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MEASURING SOFT SKILLS: 
THE WHAT AND THE HOW?



CASAS WORKFORCE SKILLS 
CERTIFICATION SYSTEM (WSCS)

• Goal: To promote transition of participants into the 
workforce

• Objective: Participants will use the work readiness 
skills identified and valued by employers to help get 
and keep a job
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WORKPLACE BEHAVIORS (SOFT SKILLS) 

• Personal Qualities (PQ)*
• Integrity
• Responsibility
• Self-Esteem
• Self-Management
• Sociability

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

*LRI’s Workforce Readiness Skills assessment 

To see samples go to:  www.learning-resources.com
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WSCS IS A THREE STEP PROCESS:

• Step 1 – Profile Skills

• Step 2 – Develop Skills 

• Step 3 – Certify Skills
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STEP 1 – PROFILE SKILLS
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STEP 1 – PROFILE SKILLS

• Administer assessments:
• CASAS Reading and Math via CASAS eTests
• LRI Workforce Readiness (soft skills) via the web

• Personal Qualities – 40 minutes
• Customer Service – 37 minutes

• Create a Workforce Skills Profile (using TOPSpro)
• Combines results from CASAS and LRI
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WSCS PROFILE

*
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See sample at 
www.casas.org



RELATING SKILL LEVELS TO THE WSCS 
PROFILE

Profile
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Levels ABE ESL DOL

8 High Adult 
Secondary 

Not Basic 
Skills 

Deficient7 Low Adult 
Secondary

6 High Intermediate 
Basic

Advanced 
ESL

Basic Skills 
Deficient

5 Low Intermediate 
Basic

High 
Intermediate ESL

4 Beginning 
Basic

Low Intermediate 
ESL

3 Beginning ABE 
Literacy

High Beginning 
ESL

2 Low Beginning
ESL

1 Beginning ESL 
Literacy

Certify



WHY A WORKFORCE SKILLS PROFILE?

• Benefit for participants
• Documents their current academic and soft skills: 

• What the learner knows
• What soft skills and academic skills need to be developed

• Benefit for employers
• Profiles job candidate’s work readiness skills

• Informs employer if prospective employee meets job skill 
requirements
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STEP 2 - DEVELOP SKILLS 
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STEP 2 - DEVELOP SKILLS

• Plan and provide work readiness skill curriculum and 
instruction:
• Use WSCS competencies and QuickSearch* to plan curriculum
• Use diagnostic reports to target instruction

• TOPSpro competency reports on learner’s reading and math skills 
• LRI Feedback and Development reports on learner’s soft skills

• Reassess periodically to measure progress
• Report EFLs to NRS 
• Create updated WSCS profile     

*find at www.casas.org
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FEEDBACK REPORT

• 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.
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COMPREHENSIVE SOFT SKILLS 
DISCUSSION GUIDE

• 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?)
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COMPREHENSIVE SOFT SKILLS 
DISCUSSION GUIDE

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
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STEP 3 – CERTIFY SKILLS
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WSCS CERTIFICATION

• Assesses academic skills - measured in the 
application to job-related tasks/situations
• Reading at a adult secondary level
• Math at a adult secondary level
• Critical Thinking and Problem Solving

• Assesses work behaviors (soft skills) 
• Personal Qualities 
• Customer Care 
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CASAS AS PART OF OTHER SYSTEMS

• National External Diploma Program (NEDP)
• The Workforce Skills Certification provides  a ‘Diploma Plus’ 

option for the adult high school graduate
• Singapore’s Workforce Skills Qualifications (WSQ) 

• Workplace Literacy and Numeracy (WPLN) credentials 
accepted by 2,500+ employers 

• Maine’s  WorkReady™ 
• Washington’s  I-BEST
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