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Overview

 Career Assessment Certification

• Enhance knowledge and skill in administering 

SkillScan to advance client goals.

• Identify client gaps in self-awareness; select the 

assessments needed to increase personal clarity and 

decision-making.

• Gain proficiency in integrating Holland, Skills and 

Values Assessment exercises to reinforce core career 

preferences and identify relevant career options.

• Demonstrate your ability to administer and interpret 

SkillScan and supplemental assessments in the 

certification exam/essay.
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Agenda - 1

• Understand of the role of skills 

assessment in the career assessment 

and development process.

• Review the structure, purpose, and 

scoring on the five main sections of the 

Drive Report and Burn-out and Low-

Interest skills.

• Using two case studies, learn strategies 

and tips for reviewing the report with a 

client including Enhanced Career 

Insights (ECI)

• Review how to send access keys and 

monitor report completion status.
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Students (secondary 

and college)

Early Career (2 to 5 

years experience) 
Mid-Late Career

• Think in terms of career 

interests and majors

• Limited awareness of 

skills and strengths

• Undecided or very 

focused career goals

• Pressure to select a 

major

• Internal & external 

expectations

• Hundreds of career 

options to choose from

Goal: Career readiness – 

clarify preferences to 

begin career exploration

• Work experience 

provides context of likes, 

& dislikes to inform 

choices

• Limited understanding of 

their strengths and 

transferable skills

• Uncertain about what’s 

needed for greater 

fulfillment

• Unclear about next move; 

pivot, career change?

Goal: Make an informed & 

intentional decision

• Has breadth and depth of 

experience 

• Skills bound in industry 

and domain knowledge –

”responsibilities” 

• Unclear of their preferred 

skills and how to transfer 

in a career pivot or change

• Unsure about the change 

needed and options 

available 

• Marketability concerns, 

e.g., age, realistic?

Goal: Make a strategic 

transition

Career Assessment Needs by Life Stage
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Type your responses into chat

Given your client population, which client

needs ring true for you?

 - What other issues & needs do you observe?

Reflection Question
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Career Assessment Framework



Q & A
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Drive Report Overview
College Student Case Study

• Background: Melanie had an early interest in science - took 

classes in high school. Planned to become a pharmacist

• Education: BS degree in Pharmaceutical Chemistry

• Experience – Certified Pharmacy Tech and a restaurant 

server– helped pay for college expenses

• Extracurricular: Leader/PR officer Pre-Pharmacy Club

• Other: Team Captain for HS Basketball Team – 3 years, 

Folk Dancer – 15 years, Owns small business making art 

pieces

• Goal: Has many interests within science – needs to narrow 

a focus,  target her resume and prep for interviews
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Melanie – 

Personal Skill 

Chart

__

Hierarchy of  

skills within the 

top 4 categories
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Melanie

Lower 

Two 

Categories
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Experiences / Examples of Preferred Skills 

 Personal Skill Chart

Relationship/Communication

• Collaborate & Resolve Conflict – In teams - at school and sports - 

important to understand the other person’s viewpoint. Ask the person to 

explain and share their perspective. If unresolved, bring in a third person 

to voice an opinion.

• Coach - Trained new servers in the restaurant and pharmacy techs. 

Guided them to become successful. Coached dancers on enhancing their 

performance.

Management/Leadership

• Build a Team – Basketball – important to do her part and help teammates 

see the benefit of working together, observe each player’s style and 

personality on and off the court. Won league tournament for three years.

• Lead - Execute and facilitate club meetings, introduce speaker and 

manage Q&A in presentation.
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Reflection Question

What value does the client and the 

coach gain in soliciting examples of 

their preferred skills. 

Type your responses into chat
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Melanie

Skill Set

Portfolio

Sub-grouping of 

skills from top 

categories.

__

Labels highlight 

and validate core 

strengths 
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Melanie

Career 

Guide

Snapshot

-

Expanded 

view of 

possibilities
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Melanie

Expanded 

Guides: Narrow 

options based on 

preferred skill sets

_

Provides direct 

links to O*Net
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Reflection Question

Within your top favorite Skill Sets, does 

the Expanded Career Guide reflect your 

current or a past job(s)?

Type your responses into chat
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Melanie

Skill

Development 

Report

-

High potential 

skills – score 

of 8. 
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Melanie - Strategic 

Skill Profile

_

Snapshot of her most 

relevant skills to 

highlight and 

communicate in 

resumes



Drive - Low Interest & Burn-out Skills

Low Interest Skills Burn-out Skills
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Recap of Key Report Sections

- Relevance: Focus on the most important report 

sections based on client goals and time available.

- Solicit examples of preferred skills - validates 

results and grounds skills into reality.

- Facilitate a conversation about potential career 

options, which careers are most appealing in the 

Career Guide.

- Best practice – have client complete interests, 

values and skills before conducting research on 

options. Add in the Enhanced Career Insights 

when appropriate.

- Discuss Low Interest and Burn-out Skills to 

inform exploration and decision-making



Q & A
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Mini-Case - Career Pivot Using Enhanced 

Career Insights

Background: Jane was offered a buy out after 8+ year experience as 

a reporter and managing editor for a local news agency. In 5-years 

she had progressed from a reporter to managing a team of 8 

reporters.

Education: Journalism major. Achieved high honors in college, her 

professional journalism society and present company.

Presenting situation: As she progresses, finds the work very 

stressful; e.g., generating stories, managing 8 reporters and meeting 

tight deadlines. Her Burn-out report showed Analyze and Categorize 

as overused. Loves mentoring her reporters.

Goal: Program includes 4 sessions. Wants to explore other options 

that offer greater work-life balance. Key value - wants to make a 

difference to her organization, community and globally.
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Rewarding Experience Exercise

Best Practice to Facilitate Skills and Values Assessment

Goal: Identify experiences you find most rewarding to better 

understand your preferred skills and motivational themes.

Instructions: List 5–7 rewarding experiences from your career and/or 

life. These should be specific activities, not general roles. Example: 

“Developed a new course on using Artificial Intelligence” instead of 

“I’ve created many courses.” For each experience, note the skills and 

tasks you performed and what made it rewarding for you.

Provides context and content for evaluating skill preferences on the 

SkillScan assessment and highlights meaningful aspects of their work 

(values).
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Jane’s Rewarding Experiences

• When my reporters were struggling to develop story ideas, I created a 

training presentation to spark ideas to better understand the types of 

stories that were important. Reward: I felt valued for helping them grow 

their skills.

• I enjoyed doing 1-on-1’s with reporters, providing feedback, discussing 

their successes and helping to address their challenges. Reward: This 

made me feel helpful and valuable. 

• Every few months, I would do a brainstorming session with my team to 

develop new story ideas. Reward: Was enjoyable to help my team to 

think big picture and encourage their ideas. 

• Every month, I organized a potluck in the office, which helped bring 

people together and made work more fun. Reward: Creating community.

• Last year, all of my reporters earned awards for their articles from the 

Society of Professional Journalists. Reward: I felt immensely proud of 

their achievements.
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Rewarding Experiences

• What are some of the key 

skills/strengths expressed in the 

exercise?

• What values are implied that made the 

work meaningful?

Type your responses into chat
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Personal Skill 

Profile

Jane Proctor
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Page 2 – 

Jane 

Proctor
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Skill Set 

Portfolio

Jane Proctor
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Career 

Guides

Jane 

Proctor
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Enhanced Career 

Insights – page 1

Jane Proctor
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Enhanced 

Career Insights 

– page 2

Jane Proctor
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Type your responses into chat.

Reflection Question

How well did the career options on  

Enhanced Career Insights align with 

your career preferences?



Q & A
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• Report review preparation

• Kicking off the report review

• Report review best practices

• Review scoring

______________________

• Optional: Based on available 

coaching time, suggest 

Rewarding Experience 

Reflection exercise - pre-work

Administering SkillScan
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Report Review Preparation

Preview the report (10 min) Warm-up Questions

• High-level review of results; are 

the scores differentiated - high, 

moderate and low scores

• Compare results with notes from 

initial meeting, reflection 

exercise, resume and other 

assessments

• Check for Low Interest and 

Burn-out skill sections

Note unusual results

• Only a couple of high scores 

(12’s) – “potential specialist”

• Many moderate and low scores 

• Numerous high scores (12’s) in 4 

or more categories – potential 

“generalist”

• Tell me what it was like to take the 

assessment?

• What did you learn from the 

results? 

• Any surprises?

• What confirms what you already 

know?

• How does your current job align (or 

not) with your top skills (12’s and 

9’s)?
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Kicking off the Report Review

Overview - Use the report to 
explain the 6 color-coded 
skill categories

Outline the value of using 
SkillScan results: 

• Clarify their greatest 
strengths and skill sets

• Identify potential 
roles/paths for exploration

• Develop key skills to 
enhance marketability

• Acquire language for self-
marketing



6/17/2026 © 2024 SkillScan 37

Report Review Best Practices

1. Personal Skill Chart (PSC)

• Validate top categories and 
preferred skills

• Focus on the scores of  12, 9 & 
8 – ask for examples of how 
these skills were used in 
enjoyable experiences

• Which skills are not being 
optimized in their current/past 
role

2. Skill Set Portfolio

• Which Skill Sets are they using 
in their current role, which Sets 
would they like to use more?

3. Career Guides

• Focus on the top 2 - 3 Skill 
Sets and show the expanded 
guide to explore potential 
jobs/roles of interest

• Discuss roles they have been 
considering (early career) and 
appealing roles in their field or 
other areas (transitioners)

• Suggest completing ECI 
questionnaire when ready to 
identify & explore options
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Best Practices Continued

4. Skill Development (high-
potential scores of 8)

• Early career - identify high priority 
development skills to enhance 
opportunities for growth & 
marketability

• Discuss ways to develop in current 
situation; extracurriculars, part-
time work, etc.

• Mid-late career – identify 
development skills to enhance 
enjoyment in current role and open-
up future opportunities 

5. Strategic Skill Profile

• Use the summary to focus on roles 
that optimize their skills and 
communicate skills in 
resumes/interviews

Report Review Time

• Average - 15 – 25 minutes

• Maximum - 50 minutes

In a full session review:

• Review each section in depth

• Connect to work and life 
experiences



Scoring Key

SkillScan 

Scoring Key

Proficiency (1-3 

range)

x Enjoyment/Impor-

tance (2-4 range) 

= Scores

Dominant High (3) x High (4) = 12

Support High (3) x Moderate (3) = 9

High 

Potential

Moderate (2) x High (4) = 8

Indifferent/

Neutral

Moderate (2) x Moderate (3) = 6

Burn-out High (3) x Low (2) = 6

Low Interest Moderate (2) x Low (2) = 4

*Scores of 2’s and lower not reflected in report  

c - 2025 39



Q & A
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Melanie

Holland 

Themes

RSI (E)
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Connecting Skill Categories with Holland 

Themes



Q & A
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Preparation for Session 2
SkillScan Learning Center Resources

1. Complete the Holland Interest Assessment and Values 
Assessment Exercise 

▪ Compare your Values with Holland and Drive Skill 
Categories and note dominant themes.

2. Administer SkillScan and review the report with a 
client/colleague/friend. Record insights and challenges.

3. Optional – Take SkillScan Express (request key from Lesah)

Session Two – Changing to a Zoom Meeting. Will send 

a Zoom link in a calendar invite.  

https://www.skillscan.com/learning-center/resources
https://www.skillscan.com/sites/default/files/2023-01/Values%20Assessment%20Exercise%20Advance%20Pack%20and%20SkillScan%20Online.pdf
https://www.skillscan.com/sites/default/files/2023-01/Values%20Assessment%20Exercise%20Advance%20Pack%20and%20SkillScan%20Online.pdf
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Account Management
 

Quickstart Guide for Coaches

Sending Keys

Monitoring Completion

Reviewing Reports

Reclaiming Unused Keys

How to Use AI-Enabled Enhanced Career 

Insights

https://www.skillscan.com/how-to/quickstart-coach
https://www.skillscan.com/how-to/quickstart-coach
https://www.skillscan.com/ai-enabled
https://www.skillscan.com/ai-enabled
https://www.skillscan.com/ai-enabled
https://www.skillscan.com/ai-enabled
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