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Coach/Counselor User Guide

This User Guide will walk you through the basics of the new Drive 
assessment. It may be helpful to have your personal report to review as you 
go through this tutorial.

SkillScan Drive is an online transferable skills assessment that gets to heart of a 
client’s skills and strengths in less than 15 minutes. It works on tablets, mobile 
devices and PCs.

The following 20+-page overview will cover three main content areas:

• Section 1: An overview of the SkillScan system, how the skills make up the Skill 
Wheel and a quick review of the main features of Drive,

• Section 2: A detailed review of each of the 6 sections of the report along with 
scoring methodology and tips for using with your clients,

• Section 3: Additional information on SkillScan including the new SkillScan Drive 
and Express Certification, Strategic Skills Webinar, Joining the Coach Directory 
and more.
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The SkillScan Framework

• Each Category consists 
of 3 Skill Sets.

• There are a total of 
18 Skill Sets

• Drive includes 54 
individual skills

• These skills are 
organized into 6 color-
coded Categories

• Categories are broad 
areas of strength

Skill 
Sets

Core 
Relationship

Support/Service

Counsel/Teach

Analysis/
Problem Solving

Information 
Management
Computation

Invention 
Skill Set 
• Conceptualize
• Design
• Synthesize/

Integrate

Invention 
Skill Set 
• Conceptualize
• Design
• Synthesize/

Integrate

• Skills are further 
grouped into Skill Sets

• Skill Sets are specific 
areas of strength

Skill Categories

Skill Sets

Skill Wheel

The Skill Set Framework

A distinguishing feature of SkillScan is the use of a framework to align client skills 
with competency-based talent management systems. Most organizations use a 
competency-based system to identify and hire candidates who have the skills 
needed for their positions. Because of this, it is important to help clients identify 
their greatest skills and strengths for targeting positions where they will be qualified. 
It is also useful in planning skills to develop and highlighting their strengths in 
resumes, interviews and networking.

Key Components of the Framework

• Skill Categories: SkillScan Drive consists of 54 color-coded skills that are 
organized into six color-coded Categories: 

• Relationship (orange)
• Communication (yellow)
• Management/Leadership (blue)
• Analytical (gray), Creative (Lavender)
• Physical/Technical (green)

Skill Categories are broad areas of strength.

• Skill Sets: The 9 skills that make up each skill category are further grouped into 
three Skill Sets within the Category—for example, the “Invention Skill Set” is one 
of the 3 Creative Skill Sets. Skill Sets indicate specific areas of strength.

• Skill Wheel: With 6 Categories and 3 Skill Sets in each, there are a total of 18 
Skill Sets as show in the wheel. 
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The Skill Wheel
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The Skill Wheel 
provides a 
comprehensive 
picture of how 
the 54 skills 
make up the 
whole. 

The Skill Wheel provides a comprehensive picture of all 54 skills and the 18 Skill 
Sets within the 6 Categories. This framework gives your client the big picture of 
skills used in the world of work with the goal of understanding their unique pattern 
of skills.
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Skill Categories and Competencies
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Category Sample Competencies How it Aligns

Relationship Interpersonal Awareness, 
Customer Service

Includes a range of interpersonal skills for working 
effectively with others

Communication Effective Communication, 
Persuasiveness 

Includes basic skills of speaking and writing, 
persuasion/influence, and consulting

Management/ 
Leadership

Leadership, Project 
Management

Includes a range of skills such as basic 
organization, team management, and visionary 
leadership

Analytical Analytical Thinking, Risk 
Assessment

Includes skills for problem solving, 
data/information analysis, and high-level 
quantitative strengths

Creative Innovation, Creative 
Thinking

Includes critical skills such as generative thinking, 
integrative/conceptual thinking, and artistry 

Physical/ 
Technical

Manual Dexterity Includes skills such as basic physical coordination,
building, and technical ability

Each SkillScan Category includes core transferable skills aligned to common 
organizational competencies. This table shows a few sample competencies for 
each Skill Category and describes how they align.

Coaching Tip: Use The Skill Wheel as an instructional tool to introduce your clients 
to the SkillScan assessment and enhance their understanding of how skills fit into 
the overall world of work.
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Key Features of Drive  
Streamlined Process and Comprehensive Reporting

Skill Lexicon 

• 54 skills: short and concise definitions

Three-Step Sorting Process

• Step 1 - Proficiency

• Step 2 - Importance 

• Step 3 - Development

Six Report Sections

Provide comprehensive and detailed views of 
individual strengths with application to career 
development goals. Reports include:

• Personal Skill Chart

• Skill Set Portfolio

• Career Guides

• Skill Development

• Strategic Skill Profile

• Next Steps (includes Appendix)

© 2018 SkillScan

Key Features of Drive

• The Drive Lexicon: Includes 54 individual skills with concise definitions that 
align with labor market terminology.

• Three-Step Sorting Process: 

• Step 1 – Proficiency: Identify skills of high, moderate and low 
proficiency.

• Step 2 – Importance: Clients rate their moderate and high proficiency 
skills for level of “Importance” — high, moderate or low.

• Step 3 – Development: Prioritize moderate proficiency and high 
importance skills for future development.

Note: In Step 2 the word “Importance” invites the client to use a personal filter for 
making skill selections on “level of enjoyment,” a “strategic priority,” or both.

• Six Report Sections: Each report section was designed to provide core 
information about the client’s skills and the applicability of the results to various 
career development goals, self-understanding, generating career and 
educational options, planning development actions and planning next steps in 
their career development process.

October 2018
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Report Section Overview

Report Section Description

Personal Skill 
Chart 

Comprehensive and detailed view of individual skills within all 6 
Skill Categories. Emphasis is on the top 4

Skill Set Portfolio 
A portrait showcasing the client’s strongest skill sets within their 
top 4 categories. Skill Sets are specific areas of strength

Career Guides 
Guide for exploring career and educational options that align 
with client’s strongest skill sets. Provides links to O*Net

Skill 
Development 

A development roadmap of the client’s High Potential skills with 
development suggestions

Strategic Skill 
Profile

At-a-glance profile of client’s most important skills with 
strategies for career development

Next Steps

Personalized strategies for Launchers, Transitioners, Advancers 
and Retirees organized by Focus, Explore, Develop and 
Market. Includes an Appendix of “Low Interest” and “Burn-out” 
skills

© 2018 SkillScan

Report Section Overview

Use this chart to learn about each report section.

The next set of slides will cover each report section in detail.
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DRIVE REPORTS AND 
SCORING DETAILS
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What’s Coming Next

You will now review each report in some detail and discuss scoring.
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Drive Personal Skill Chart
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Drive Personal Skill Chart

In your intake coaching session if you make a habit of asking your clients, “what are 
your skills” or “what are your strengths,” most clients can only produce a few words 
to describe their skills.

The Personal Skill Chart provides a comprehensive and detailed view of a client’s 
reported strengths and preferences organized into 6 broad areas:

• Communication

• Relationship

• Management/Leadership

• Analytical

• Creative

• Physical/Technical

The report places a visual emphasis on the top 4 Categories with the lower scoring 
categories on the second page of the report.

Coaching Tip: Ask your client questions about their results such as, “Which skills 
were validated for you,” “What surprised you,” and “What questions do you have.” 
Ask them to point out their top 5 – 7 preferred skills from the chart and give you 
examples of how they used these skills in paid and non-paid experiences.
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Personal Skill Chart, continued
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Personal Skill Chart — Lower Two Categories

Typically most clients highest scores will be within the top 4 categories but they 
could demonstrate high ratings on a select skills in the lower categories. 

The Score Key at the bottom of the page will remind you of the individual skill 
ratings.

Coaching Tip: Be sure to ask clients questions about any high scores in the lower 
two categories. For example, ask, “What do you make of this,” or, “How important is 
this skill to your current career situation?”
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Personal Skill Chart
Category Score Details

The Category Score is the sum of 
the individual skill scores

Highest category score possible 
is 108 - (9 individual skills x 12 
maximum points) 

Typical scores:

• High: 70’s – 80’s

• Moderate: mid 50’s – mid 60’s

• Lows: less than 50

Use scores as a relative measure 

© 2018 SkillScan

Personal Skill Chart — Category Scores

Each category consists of 9 individual skills. The highest possible individual score 
is 12. 

The Category Score is calculated by adding the individual skill scores as noted in 
the example above. If you add up the skills in the Creative category, it will come to 
72.

Under Typical Scores you will see the bands of High, Moderate, and Low Scores.

Coaching Tip: Depending on your client, you may see a wide range of scoring 
patterns. If you see an overall low pattern, you will want to focus on the skills they 
like and are important to them. There are numerous factors that can play into an 
individual’s perception of their skills such as minimal work experience, low self 
esteem, cultural barriers about claiming their strengths, or being unemployed or 
underemployed.  Be sure to use scores as a relative measure and ask your client to 
focus in on their preferred skills.
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Individual Score Details

Score Calculation

Proficiency x Importance rating = Individual Score 

Scoring Key

Dominant Skills:
High Prof (3) x High Importance (4) = 12

Support Skills:
High Prof (3) x Moderate Importance (3) = 9

High Potential Skills:
Mod Prof (2) x High Importance (4) = 8

Burn-out Skills:
High Prof (3) x Low Importance (2) = 6

Low Interest Skills:
Mod Prof (2) x Low Importance (2) = 4

Report does not show scores below a 4
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Personal Skill Chart - Individual Score Details

The individual skill scores are derived by multiplying the Proficiency score by the Importance 
score. The Score Key lists the possible combinations.

The Proficiency ratings are:

• High Proficiency (3)

• Moderate Proficiency (2)

• Low Proficiency (1)

The Importance ratings are: 

• High Importance (4)

• Moderate Importance (3)

• Low Importance (2)

Note: The Importance rating scale is a bit higher because motivation is critical to a client’s 
willingness to develop and use their skills.

Drive also provides a label for each of the top scores. This label indicates the relative value 
of individual skills: 

• Dominant

• Support

• High Potential

These labels play an important role in the Strategic Skill Profile – page 16

The Burn-out and Low Interest Skills are reported in the Next Steps – Appendix – page 19
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Drive Skill Set Portfolio
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Skill Set Portfolio

The Skill Set Portfolio organizes the client’s strongest Skill Sets into their top 4 
Categories.  Skill Sets describe the clients specific strengths. To achieve a Skill 
Set, the score for the Skill Set needs to be equal to or above a threshold.  

After viewing their individual skills on the Personal Skill Chart, Drive helps clients 
see their unique mix of Skill Sets. The use of Skill Sets gives them a label to 
understand their specific preference in new way. 

For example, a client may be good at and like the skill “Conceptualize” but when 
this skill is embedded within the context of the “Invention Skill Set” he now has a 
one word Skill Set label. He also has a description for how these skills are used in 
together in work: “Like forming connections, patterns and structures to create 
something new.” In other words, the whole is greater than the parts.

In this same example, if the client was motivated to develop the skill of Design (third 
skill in the Invention Skill Set), he would have more to offer in the labor market.

Coaching Tip: Ask your clients to point to their top 2 – 4 preferred skill sets. You 
may also ask them to give you examples of times when they used their skill sets in 
an ideal way.
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© 2018 SkillScan 12

Drive Coach/Counselor User Guide



Drive Career Guides
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Career Guides

For clients who are exploring first careers or are evaluating making a career 
change, the Career Guides provide a useful tool for learning about options that 
utilize their strongest skills. They are intended to generate a range of career and 
educational options to open up clients’ thinking about possibilities. 

The first page of the Career Guides is a snapshot of a client’s Skill Sets from their 
Skill Set Portfolio. Each Skill Set features a sampling of career and educational 
options that use the Skill Set in a dominant way. Within each Skill Set, notice the 
Expanded Guide link in red to explore a wider range of possible career and 
educational options.

Coaching Tip: In most cases you will want to help your clients focus on their top 2 
to 4 Skill Sets to explore possible options. If they have already expressed some 
options they are considering you can check to see if they are among the top Skill 
Sets.
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Drive Expanded Guide

© 2018 SkillScan

Expanded Guide

The Expanded Career Guide shows a detailed list of potential career and 
educational options organized by common occupational areas used in O*Net. 
There is a link to O*Net for each job listed.

The links to O*Net in the report enhance a client’s ability to begin the exploration 
and evaluation process.

Coaching Tip: For some of the career options in Drive, you may want to go beyond 
the O*Net tool. Consider doing a Google Search, or use some of the links in the 
Next Steps report under the “Explore” step.
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Skill Development
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Skill Development

The Skill Development report provides a list of suggested activities for developing 
High Potential skills. These are the skills that were rated as Moderate Proficiency 
and High Importance with a score of 8.

This is a strengths-based approach to development — developing skills in which 
clients have basic proficiency and high importance (motivation is high) — versus a 
deficit approach in which focuses on developing low proficiency skills.

Notice the suggestions include everyday practical way to use their skills, 
suggestions on how using these skills in their current job (grow in place), and 
potential classes and training ideas to consider. 

This report may not be germane to some clients but for others it could be useful in 
offering concrete steps to move toward their goals.

Coaching Tip: If your client has numerous skills they want to develop, you may 
want to help them narrow the focus and discuss a few specific actions they can 
take. 
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Strategic Skill Profile
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A summary of the 
client’s strongest and 
important skills with 
strategies for
their career 
development 

Strategic Skill Profile

The Strategic Skill Profile summarizes a client’s key skills in an at-a-glance 
summary of their most significant skills. Depending on the stage your client is 
in — Launcher, Transitioner, Advance or Retiree — this condensed report can be 
used to keep them on track in their career search and serve as a useful tool to 
showcase their skills in applications, resumes, and interviews.

Coaching Tip: Have your clients print out and post this page by their desk as they 
explore careers and write letters and resumes.
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Next Steps — Generic
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Next Steps – Generic Section

The Next Steps is a navigational aid that offers a range of exercises, resources and 
websites based on your client’s goals — Focus, Explore, Develop, and Market. 

As a coach or counselor taking Drive, you will receive a Generic Next Steps report 
that provides access to all the resources and strategies for each stage of career 
development. When your client selects one of the 4 User stages — Launcher, 
Transitioner, Advancer or Retiree — they will get a personalized report for that 
stage. If they did not select a stage, they will get the Generic Report.

This report also includes an Appendix that offers:

• Career Counselor/Coach Directory Information: If an individual is looking for 
a coach, he can use the directory to find one. 

• Skill Set Reference Guide: This guide includes all of the Drive Skill Sets along 
with the Skill Set Themes and Sample Career Options.

Coaching Tip: The Next Steps guide may be helpful to coaches so you can take 
advantage of the many free exercises, resources, and websites in the SkillScan 
Learning Center/Resources.
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Next Steps
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Next Steps 

This slide is an example of the Next Steps for an Advancer.

It organizes the various SkillScan resources into the Focus, Explore, Develop and 
Market steps that will be most relevant to an Advancer.
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Appendix: 
Low Interest & Burn-out Skills
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Appendix: Low Interest and Burn-out skills

The Low Interest and Burn-out Skills pages are two sub-reports included in the 
Appendix which may be helpful to some clients.

• The Low Interest section lists the skills rated as moderate proficiency and low 
interest in using or developing.

• The Burn-out Skills lists the skills rated as high–proficiency but low interest in 
using.

These reports serve as a record to help your clients avoid decisions that don’t align 
with their career goals and needs.
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WRAP UP
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Wrap Up

After going through each section of the report, you now see the many ways that 
Drive can provide your clients with an understanding of their strengths and be 
applied to their career goals.

I recognize that learning a new tool takes some time and practice but to give your 
client this crucial self knowledge is worth it. 
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Additional Resources

• Strategic Skills Assessment Webinar – 3.0 hour 
webinar – check the site for the upcoming schedule: 
https://www.skillscan.com/products-services 

• New Certification for Drive and Express
https://www.skillscan.com/products-services 

• Join the Coach Directory – see notes

• Information on webinars, articles, etc., Sign up on 
SkillScan home page to be notified.

• Express assessment – designed for mobile. Ask for a 
trial use.

Questions/Comments? – email Lesah@skillscan.com
© 2018 SkillScan

Additional Resources

• Strategic Skills Assessment Webinar: This webinar is offered 4 times per 
year. It is a 3.0 hours (two different 1.5 hour sessions) that provides a detailed 
understanding of Drive and Express Assessments. You’ll learn approaches for 
integrating SkillScan results with Holland Interests and values, as well as case 
studies and strategies for applying assessment results to Launchers, 
Transitioners, Advancers, and Retirees. You’ll also gain experience in using the 
many supplemental resources in the Learning Center.

• New SkillScan Drive and Express Certification: This certification recognizes 
your ability to administer and interpret SkillScan Online assessments. In addition 
you get 10% off your purchases of SkillScan Online assessments (for 
practitioners only). Requires completing the Strategic Skills Webinar. 

• Coach Directory: If you are actively using or are experienced in using 
SkillScan Assessments, please fill out the profile in your account: 
Click My Account > View > Edit, then select the Counselor Profile tab at the top 
of the page. Complete profile and email me with a request to publish it.

• Additional Trainings: Sign up from the SkillScan home page to receive webinar 
alerts, articles, and helpful tips and strategies.

• Trial of Express: If you have not checked out Express assessment for mobile, 
contact me for a free trial.
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Summary
Drive features:

• A full-color comprehensive report for application to 
launching a first career, making a change, 
advancement, retirement planning and the job search

• Lists of career options that optimize a client’s specific 
strengths

• A profile of High Potential skills the client is motivated 
to develop with suggested development activities

• Powerful language to market strengths in resumes 
and interviews

• Helpful exercises, websites and resources to 
accelerate career development
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Enjoy the many enhancements of Drive.
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