
Promotional Testing Preparation

Before you can prepare to take a test, you must set goals and select which promotional career
choices interest you. The best way to learn about promotional opportunities is to ask questions.
Talk to your supervisor or the human resource department. Also speak to employees that are in
the positions that you wish to promote to and ask how they gained their skills. Review job
descriptions to see what the minimum qualifications are for each position. Do you need a
certificate, course work, a specific license, minimum number of year’s experience?

Find out what type of testing will be required. For instance, if there will be a performance test
such as one used to determine keyboarding skills, ask what type of equipment is used and what
the minimum standards are. Fill out interest cards for positions that interest you. Check the job
postings frequently. Look for training programs in your area for classes to take. Many are
offered through Adult Education or community colleges at low costs.

Go on the Internet and search for free tutorials, training programs, books, etc., that will help you
reach the level of competency needed to perform the job. Type the name of the occupation or
knowledge needed into the Search area for your Internet site. A list of sites will appear. If you
don’t find the information you need, try rewording your search until you find the information you
are looking for. Be leery of sites that require money for information, if you search long enough
you should be able to find a site that is free. You can also visit the library. There are books
available on occupations which will advise you of the skills and education required for the
occupation you are pursuing.

Application Process:

To pass the paper screening process you must submit a quality application. Complete each
section thoroughly, and do not leave spaces blank or questions unanswered. Don’t write, “See
Resume”. Do not assume that the screening or human resource staff will know information
about you, even if you work in a small district. Always explain in detail, even if you are a current
employee or a substitute employee. If relevant, include any non-paid volunteer experience
and/or training programs attended.

Make sure you carefully proofread all information for spelling errors and check for all required
signatures. Make sure you print neatly or use a typewriter and correct all errors. If it the service
is available, submit your application online. Applications completed online are much easier for
Human Resource staff members to read and reach them directly. If you do not own a computer,
check with your local public library. Make sure you are aware of application deadlines and if
possible, hand-carry your application to the Human Resource Department if you don’t submit it
online.


