
Assessment Writing for Managers 

Presented by the SWD CPAC 



 Identify Factors 
 

 Write effective USA Staffing Assessment Items 
 

 Understand the balance of Technical vs. Soft Factors 
 

 
 

Course Objectives 
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GS Questionnaire Overview 

Factor:  Knowledge of Facility Construction 
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Measurement – GS  

No experience/education 

Education/no experience 

Performed on job with supervision 

Independently performed on job 

Expert 

Responses - 

Items: 
1) Provide technical interpretations of plans and specifications when 

controversial issues arise. 
2) Discuss construction features of upcoming projects at pre-bid or bid 

opening conferences. 
3) Analyze construction deficiencies to explore possible solutions. 

 



 Select Factors 
 

 Write Items (using proper format) 
 

 Edit Items for clarity and differentiation 
 
 

 

Lesson 1 Objectives 
Developing Factors & Writing Items 
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Factors 

 Factors from KSACs (Knowledge, Skills, Abilities, Competencies) 
 

 

 4-8 Factors 
 

 Factors that differentiate between candidates 
 

 
 

 
 

Knowledge 
Factor 

Technical 
Factors 

Other 
Related 
Factors 

Soft Skill 
Factors 
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What are Items? 

 Items used to measure each KSAC (short and to the 
point) 

 
 Responses measure the level of experience 

 
 Differentiates between applicants 

 
 Forms the bulk of the Occupational Assessment 
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Item Responses (GS Default Scale) 

A - I have not had education, training or experience in performing this task. 
B -  I have had education or training in how to perform this task, but have not 

yet performed it on the job. 
C - I have performed this task on the job.  My work on this task was 

monitored closely by a supervisor or senior employee to ensure 
compliance with proper procedures. 

D - I have performed this task as a regular part of a job.  I have performed it 
independently and normally without review by a supervisor or senior 
employee.   

E -  I am an expert in performing this task; or I have supervised performance 
of this task, or am normally and individual who is consulted by other 
workers to assist them in doing this task because of my expertise. 
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Perform What? 
(Action Verb) 

To Whom or 
What? 

(Direct Object) 

To Produce 
What? Or Why? 

How? 
(Qualifying 
Statement) 

Item Structure Formula 
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 Present tense 
 

 Verb should be singular  
 
 Describes specific behavior 

 
 Should be observable 

 
 One verb only 

Action Verb 

Perform What? 
(Action Verb) 
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 Administer 
 Adopt 
 Advise 
 Analyze 
 Assess 
 Approve 
 Calculate 
 Collaborate 
 Compile 
 Consolidate 

 Correspond 
 Delegate 
 Design 
 Develop 
 Draft 
 Estimate 
 Evaluate 
 Formulate 
 Inspect 
 Issue 

 Maintain 
 Monitor 
 Operate 
 Perform 
 Recommend 
 Report 
 Review 
 Schedule 
 Verify 
 Write 

Examples 
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Provide technical advice to others in a financial subject matter area. 

Display a working knowledge of the various automated data systems. 

Uses computers/computer software such as information management 
programs, Computer Aided Design and Drafting (CADD), Geographic 
Information Systems (GIS), mapping graphics, and other computer graphic and 
project tracking programs to solve community-planning problems and facility 
work 

Counsel… 

Generate… 

Item Exercise 

Solve… 

Perform 
What? 

(Action Verb) 
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 The “To Whom or What?” that the action verb does 
 

 “a noun or a noun phrase representing the primary goal 
of the action of the verb” 
 

 Do not use Qualifying adjectives 

Direct Object 

To Whom or 
What? 

(Direct Object) 
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Perform What? 
(Action Verb) 

To Whom or 
What? 

(Direct Object) 

Counsel managers… 
 
Generate reports… 
 
Solve community planning problems… 

Examples of Direct Objects 
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 Explains the “what,” “why,” or “how” 
 

 Purpose of the task 
 

 Critical materials  
 

 What conditions  

Qualifying Statement 

To Produce What? 
Or Why? How? 

(Qualifying 
Statement) 
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Perform What? 
(Action Verb) 

To Whom or 
What? 

(Direct Object) 

To Produce What? 
Or Why? How? 

(Qualifying 
Statement) 

Counsel managers on completing yearly budget. 
 
Generate reports utilizing business objects or other database reporting 
software. 
 
Solve community planning problems with computer software such as 
information management programs, computer aided design and drafting 
(CADD), Geographic Information Systems (GIS), mapping graphics and other 
computer graphic and project tracking software… 

Qualifying Statement - Examples 
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Item Writing – Common Pitfalls  

Too 
Vague 

Doesn’t 
Follow 

Formula 

Too 
Wordy 

Overly 
Specific 

Collaborate with 
customer to accomplish 
work-related activities.  

Writes reports. 

Relay various types of 
written information,  
both in e-mail and memo 
format, to individuals at     
all levels of the 
organization and on multi 
and varied acquisition 
topics. 

Add, subtract, multiply, 
divide and compute 
percentages to 
calculate pay, time and 
benefits. 
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Multiple–Barreled Items 

Design, implement, & maintain LAN/WAN & network structures in 
accordance with IT security issues.  

  Found when separate skill sets are needed, but are grouped 
together 
 

  Can occur in any part of the formula 
 

  When split into separate Items, differentiates between levels of 
qualification 

 

2.  Maintain network resources in accordance with IT security protocols.   

1.  Develop IT security network  in accordance with regulation.    
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Item Examples – Identify the Pitfall 

 Plan and organize and set priorities in order to meet 
deadlines. 
 

 Develop and implement civil works operational policy 
changes in response to guidance from higher headquarter 
or changes resulting from public meetings, appropriations or 
other legislative amendments. 
 

 Coordinate support for the SWD office on funding related to 
O&M, PRIP asset management. 
 

 Meet and effectively deal with people of varying 
backgrounds. 

Triple Barreled 

Wordy  

Use of Jargon 

How do you measure this?   
What are varying backgrounds? 
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Give OM's help with scheduling personnel to complete 
mission. 
 

Weak 

Better 
Provide operation managers assistance with scheduling 
personnel to complete mission. 

Best 
Consult with operation managers regarding the planning and 
scheduling of personnel to accomplish the mission using 
economical methods. 

 

Editing & Refining Items 
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Item Exercise 

1. Provide reason why item is weak. 
2. Rewrite items to make them stronger. 
 
Remember: 

Perform What? 
(Action Verb) 

To Whom or What? 
(Direct Object) 

To Produce What? 
Or Why? How? 

(Qualifying 
Statement) 
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 Questionnaire Strategies  
 

 Balancing Factors 
 

 Balancing Items 
 

 Balancing the Occupational Questionnaire 
 
 
 

 

Lesson 2 Objectives 
Questionnaire Strategies 
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Questionnaire Scoring 

Step 1 – Meet the Minimum 

Step 2 – Items are averaged within each factor 

Step 3 – Factor scores are added 

Step 4 – Raw score is transmuted 

70 

+ + = 
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Questionnaire Strategy 

Technical    
  Factors 

Soft 
Skills 

 Approx.  25-30 minutes to complete 
 

 Balance Factors 
 

 Balance # of Items within each factor 

23 



Unbalanced Factors 

Knowledge of 
Construction 

Planning & 
Design; Facility 
Construction; & 

Compliance 

Knowledge of 
Project 

Management 

20% 20% 

Knowledge of 
Computer 

Operations & 
Software 

20% 

Ability to 
Communicate 

Orally 

Ability to 
Communicate 

in Writing 

20% 20% 

40% 40% 20% 

1 5 3 4 2 
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Knowledge of 
Construction 

Planning & 
Design 

Knowledge of 
Project 

Management 

14% 

Knowledge of 
Computer 

Operations & 
Software 

Ability to 
Communicate 

Orally 

Ability to 
Communicate 

in Writing 

28% 28% 42% 

Knowledge of 
Facility 

Construction 

Knowledge of 
Compliance 
Procedures 

14% 14% 14% 14% 14% 14% 

70 % 

Balanced Factors 
1 2 3 7 4 5 6 
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GS Rating Criteria 

 

Letter Measurement – GS  Point Value 

A No experience/education 0 

B Education/no experience 1 

C Performed on job with supervision 2 

D Independently performed on job 3 

E Expert 4 
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Candidate A   

Knowledge Factor 
Item 1 - C - 2 
Item 2 – C - 2 
Item 3 – E - 4 
Item 4 – B - 1 
Item 5 – B - 1 
            10/5= 2 

Factor 1 – 2 - 25% 
Factor 2 – 2 - 25% 
Factor 3 – 4 - 25% 
Factor 4 – 3- 25% 
Raw Score 11  100% 

Technical Factor 
Item 1 – C - 2 
Item 2 – D - 3 
Item 3 – E - 4 
Item 4 – B - 1 
Item 5 – B - 1 
Item 6 – B - 1 
             12/6= 2 

Soft Skill Factor 
Item 1 – E - 4 
Item 2 – E - 4 
             8/2= 4 

Soft Skill Factor 
Item 1 – D - 3 
Item 2 – E - 4 
Item 3 – C – 2 
             9/3= 3 

Final Rating = 91 

Letter Measurement – GS  Measurement – FWS Point 
Value 

A No experience/education Little or no knowledge 0 

B Education/no experience Had study or training 1 

C Performed on job with 
supervision 

Performed under close 
supervision 2 

D Independently performed on 
job 

Performed under normal 
supervision 3 

E Expert Expert 4 
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Candidate B 

Factor 1 – 3 - 25% 
Factor 2 – 3 - 25% 
Factor 3 – 2 - 25% 
Factor 4 – 1.33- 25% 
Raw Score 9   100% 

Knowledge Factor 
Item 1 – C - 2 
Item 2 – D - 3 
Item 3 – E - 4 
Item 4 – D - 3 
Item 5 – D - 3 
            15/5= 3 

Technical Factor 
Item 1 – D - 3 
Item 2 – D - 3 
Item 3 – E - 4 
Item 4 – C - 2 
Item 5 – D - 3 
Item 6 – D - 3 
             18/6= 3 

Soft Skill Factor 
Item 1 – C - 2 
Item 2 – C - 2 
             4/2= 2 

Soft Skill Factor 
Item 1 – B - 1 
Item 2 – C - 2 
Item 3 – B – 1 
          4/3= 1.33 

Final Rating = 87 
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Unbalanced Factors & Items 

13 Items  

3.8% 

40% 40% 20% 

13 Items  

3.8% 
7 Items  

7.14% 
8 Items  

6.25% 
9 Items  

5.5% 

Knowledge of 
Construction 

Planning & 
Design; Facility 
Construction; & 

Compliance 

Knowledge of 
Project 

Management 

Knowledge of 
Computer 

Operations & 
Software 

Ability to 
Communicate 

Orally 

Ability to 
Communicate 

in Writing 

20% 20% 20% 20% 20% 

1 3 2 4 5 
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14% 

28% 28% 42% 

7 Items  
8.43% 

8 Items  
7.38% 

7 Items  
8.43% 

13 Items  
4.52% 

8 Items  
7.38% 

7 Items  
8.43% 

9 Items  
6.56% 

14% 14% 14% 14% 14% 14% 

70 % 

Balanced Factors & Items 

Knowledge of 
Construction 

Planning & 
Design 

Knowledge of 
Facility 

Construction 

Knowledge of 
Compliance 
Procedures 

Knowledge of 
Project 

Management 

Knowledge of 
Computer 

Operations & 
Software 

Ability to 
Communicate 

Orally 

Ability to 
Communicate 

in Writing 

1 2 3 4 5 6 7 
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1. If an applicant meets minimum qualifications, what is the base score he/she will 
receive? 

 
2. All the ____________ are ___________ to get the factor score. 

 
3. If Factor A has 15 items and Factor B has 5.  What will the result be? 

a) Each item will have the same value. 
b) The items in Factor A will be worth more of the whole than the items in 

Factor B. 
c) The items in Factor A will b worth less of the whole than the items in Factor 

B. 
d) I hate factors and items! 

 
 
 
 

Review 
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Differences Between FWS & GS 

 
 Job Element 

 
 Demonstrated ability 

 
 Screen-out element 

 
 KSA Approach 

 
 Experience and/or 

education 
 

 Minimum qualifications 

FWS GS 
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Federal Wage System (FWS)  



Lesson 3 Objectives 
Federal Wage System (FWS)  

 Understand Job Elements 
 

 Review the Response Options  
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FWS Questionnaire Overview 

Factor:  Ability to Use and Maintain Tools and Equipment  
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Measurement – FWS  

Little or no knowledge 

Had study or training 

Performed under close supervision 

Performed under normal supervision 

Expert 

Responses - 

Items: 
1) Operate a walking mower to mow grass. 
2) Use a shovel to dig holes in the ground 
3) Use simple hand tools to complete jobs or tasks. 

 



What is a Job Element?  

 Job elements are knowledge, skills, abilities or personal 
characteristics needed for successful job performance.  
 

 A job element is used to match what applicants can do 
against what the work calls for. 
 

 Most jobs require 6 to 7 job elements for successful 
job performance. 
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What is a Job Element? (cont.)  

 Each set of job elements has at least one approved 
screen-out (or mandatory) element used for 
minimum qualifications. 
 

 Applicants who clearly fail to meet the lowest 
acceptable requirements in the screen-out element(s) 
will be determined ineligible without further review. 
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Creating a Screen-Out Question 

 Your screen-out element(s) will function as both the 
minimum qualifications AND as a part of the rating.  
 

 Your screen-out element question(s) must have 
multiple qualifying answers indicating varying levels of 
experience. 
 

 One non-qualifying response is required.  
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Screen-Out Element - Example 

Read all of the statements below, then select the response that best 
describes your highest level of experience and/or training.  (If you select A 
or B, your resume should be able to support your claim; otherwise, you 
will receive a lowered or ineligible rating.) 

 
A. I am able to perform the most difficult and complex High Voltage Electrician tasks 

including planning, laying out, and installing substation equipment and controls; 
adjusting and repairing remotely controlled switchgear; or troubleshooting outages 
of high voltage feeder lines, cutting out the circuit from the "hot" system and 
performing repairs as an expert with a high degree of independence.    
 

B. I am able to perform the full range of High Voltage Electrician tasks including 
splicing a power cable, replacing a pothead, or pulling a conductor into a conduit or 
onto pole cross-arms on my own initiative under general supervision subject to 
occasional inspection. 
 

C. I am able to perform common High Voltage Electrician tasks including installing 
insulators, bending and fitting conduit, or replacing fuses, using a hot stick.  I work 
under close supervision of a work leader or journey-level High Voltage Electrician 
who observes tasks in progress and upon completion to make sure they are properly 
performed. 
 

D. I am able to perform simple electrician tasks, but I know little or nothing about High 
Voltage Electrician work.  I do not have on-the-job training or experience in the area.   
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Screen-Out Element - Example 

Read all of the statements below, then select the response that best 
describes your highest level of experience and/or training.  (If you 
select A or B, your resume should be able to support your claim; 
otherwise, you will receive a lowered or ineligible rating.) 

 
A. I am able to perform the most difficult and complex High Voltage Electrician 

tasks including planning, laying out, and installing substation equipment and 
controls; adjusting and repairing remotely controlled switchgear; or 
troubleshooting outages of high voltage feeder lines, cutting out the circuit 
from the "hot" system and performing repairs as an expert with a high degree 
of independence.    
 

B. I am able to perform the full range of High Voltage Electrician tasks including 
splicing a power cable, replacing a pothead, or pulling a conductor into a 
conduit or onto pole cross-arms on my own initiative under general supervision 
subject to occasional inspection. 
 

 
39 



Screen-Out Element - Example (cont’d) 

Read all of the statements below, then select the response that best 
describes your highest level of experience and/or training.  (If you 
select A or B, your resume should be able to support your claim; 
otherwise, you will receive a lowered or ineligible rating.) 

 
C.   I am able to perform common High Voltage Electrician tasks including installing 

insulators, bending and fitting conduit, or replacing fuses, using a hot stick.  I 
work under close supervision of a work leader or journey-level High Voltage 
Electrician who observes tasks in progress and upon completion to make sure 
they are properly performed. 
 

D.   I am able to perform simple electrician tasks, but I know little or nothing about 
High Voltage Electrician work.  I do not have on-the-job training or experience 
in the area.   
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What are Task Statements? 

41 

 Items used to measure each job element 
 

 Responses measure the level of skill 
 

 Differentiates between applicants 
 

 Forms the bulk of the Occupational Assessment 
 
 



How to Choose Task Statements 

 Ideally, when developing questionnaire items, you want 
to keep the following in mind: 
 
 
 

 
 Task statements included in a questionnaire should be 

able to make a clear distinction between the level of 
experience amongst applicants. 

 

 How important is this task in relation to the position? 
 How frequently is this task performed? 
 What are the consequences if this task is not performed correctly? 
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Perform What? 
(Action Verb) 

To Whom or 
What? 

(Direct Object) 

To Produce What? 
Or Why? How? 

(Task Statement) 

Follow verbal instructions to complete  a job or task. 
 
Identify materials for carpentry, masonry and painting. 
 
Perform heavy lifting in a safe manner to avoid a strained back or 
other injury. 
 

Task Statement - Examples 
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FWS Rating Criteria 

 

Letter Measurement – FWS Point Value 

A I know little or nothing about this. 0 

B I have had study or training in this. 1 

C 
I have used my knowledge or ability, but I have 
been closely supervised. 

2 

D I have used my knowledge or ability on my own, 
under normal supervision. 3 

E 
I am consulted by other journeypersons in 
difficult situations, or I am called on to do 
unusually difficult jobs. 

4 
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Rating Criteria - GS vs. FWS 

 

Letter Measurement – GS  Measurement – FWS Point 
Value 

A No experience/education Little or no knowledge 0 

B Education/no experience Had study or training 1 

C Performed on job with 
supervision 

Performed under close 
supervision 2 

D Independently performed on 
job 

Performed under normal 
supervision 3 

E Expert Expert 4 
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QUESTIONS? 
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