workkeys study guide

Ace the WorkKeys Assessment: Your Comprehensive
Study Guide

Are you facing the WorkKeys assessment? Feeling overwhelmed by the prospect? Don't worry,
you're not alone! Thousands of individuals take this crucial test each year, and many feel the
pressure. This comprehensive WorkKeys study guide is designed to equip you with the knowledge
and strategies you need to not just pass, but excel. We'll cover each of the three WorkKeys
assessments - Applied Mathematics, Reading for Information, and Locating Information - providing
you with practical tips, sample questions, and effective study techniques. Let's get started on your
path to success!

Understanding the WorkKeys Assessment: A Quick Overview

The WorkKeys assessment is a standardized test measuring essential workplace skills. Employers
use it to gauge the skills of potential hires, ensuring a good fit for the job's demands. The test
comprises three sections:

Applied Mathematics: This section tests your ability to solve real-world math problems relevant to
various workplace situations. You'll encounter problems involving percentages, fractions, decimals,
measurement, and data interpretation. This isn't about complex algebra; it's about practical
application.

Reading for Information: This section assesses your comprehension and interpretation skills. You'll
read passages - often workplace-related documents - and answer questions testing your
understanding of the main ideas, supporting details, and implied meanings.

Locating Information: This section focuses on your ability to quickly and efficiently find specific
information within documents. Think of it as a highly efficient research skill test. You'll be searching
for answers in various formats, such as charts, tables, and lengthy text documents.

Mastering Applied Mathematics: Strategies and Practice

The Applied Mathematics section of WorkKeys requires more than just knowing formulas; it's about
understanding how to apply them to practical scenarios. Here are some key strategies:

Focus on the Fundamentals: Brush up on basic math operations, including fractions, decimals,
percentages, ratios, and proportions. Understanding these concepts is crucial for solving more
complex problems.

Practice Word Problems: The majority of questions are presented as word problems. Practice
translating these word problems into mathematical equations. Highlight key information and break
down complex problems into smaller, manageable steps.



Use Estimation: Before diving into complex calculations, estimate the answer. This will help you
eliminate obviously incorrect choices and check the reasonableness of your final answer.

Familiarize Yourself with Measurement: Understand various units of measurement (e.g., inches, feet,
meters, liters) and how to convert between them.

Utilize Online Resources: Many free online resources offer practice questions and tutorials
specifically designed for the Applied Mathematics section of WorkKeys. These resources can be
invaluable for improving your skills and building confidence.

Conquering Reading for Information: Tips for Improved
Comprehension

The Reading for Information section demands efficient reading and accurate comprehension. These
strategies will help you succeed:

Skim and Scan: Don't read every word slowly. Skim the passage to understand the overall theme
before focusing on specific details. Scan for keywords and phrases related to the questions.

Identify the Main Idea: Before answering any questions, pinpoint the main idea of each passage. This
will help you understand the context and purpose of the text.

Understand Supporting Details: Pay attention to details that support the main idea. These details
often provide the answers to specific questions.

Infer Meaning: Some questions will require you to infer meaning from the text. Look for clues and
implied meanings.

Practice with Various Text Types: Familiarize yourself with different text types, such as memos,

emails, reports, and instructions. This will broaden your understanding of various writing styles and
improve your comprehension skills.

Dominating Locating Information: Techniques for Efficient
Research
Locating Information assesses your research skills. Your speed and accuracy are key:

Master Keyword Search: Develop the skill of quickly identifying keywords within a question. This
will direct your search within the provided documents.

Understand Chart and Table Interpretation: Practice reading and interpreting data presented in
charts and tables. Many questions will require you to extract information from these formats.

Develop Efficient Scanning Techniques: Learn to scan text rapidly to locate specific words or
phrases. This is a crucial skill for finding answers quickly within lengthy documents.

Practice with Different Document Formats: The test may present information in various formats,
including manuals, reports, and web pages. Familiarize yourself with navigating diverse formats.



WorkKeys Study Guide: Putting it all Together

This WorkKeys study guide is designed to provide you with a solid foundation for success.
Remember, consistent practice is key. Regularly review the concepts, work through practice
questions, and identify your areas for improvement. The more you practice, the more confident and
prepared you’ll be on test day. Don't hesitate to use the many free online resources available, and
remember to focus on understanding the underlying concepts rather than just memorizing formulas
OT answers.

Conclusion

Preparing for the WorkKeys assessment requires dedication and a strategic approach. By using this
comprehensive study guide and employing the strategies outlined, you'll significantly improve your
chances of achieving a high score. Remember, success is within your reach! Good luck!

FAQs

1. Are there official WorkKeys practice tests available? Yes, ACT (the organization behind
WorkKeys) offers practice materials, and many third-party resources provide practice tests
simulating the actual exam.

1. How much time do I have for each section of the WorkKeys assessment? The time allotted for
each section varies depending on the specific version of the test. Check the official ACT
WorkKeys website for the most accurate and up-to-date information.

1. What is the passing score for the WorkKeys assessment? There isn't a universal "passing"
score. Employers set their own score requirements based on the specific job demands. Aiming
for the highest possible score is always advisable.

1. Can I use a calculator during the Applied Mathematics section? Yes, a basic calculator is
usually provided. However, it's crucial to still understand the underlying mathematical
concepts, as the calculator won't solve every problem for you.

1. Where can I find more resources to help me study? Besides this guide, numerous websites and
study materials are available online. Search for "WorkKeys practice test" or "WorkKeys study
materials" to find a wealth of resources. Remember to always verify the credibility and
accuracy of the source.
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