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Clerical	assessment	test

A	clerical	aptitude	test	specifically	assesses	proficiency	at	tasks	related	to	clerical	or	administrative	work,	helping	employers	to	determine	which	candidates	have	the	skill	level	necessary	for	the	job.	The	most	common	clerical	aptitude	tests	include	assessments	of	verbal	reasoning,	basic	numeracy,	error	checking	proficiency	and	situational	judgement
tests.	Roles	in	clerical	work	include	secretaries,	administrative	assistants	and	positions	in	data	entry	and	office	support.	So	if	you’re	applying	for	these	positions,	or	anything	similar,	then	it’s	likely	you	will	have	to	take	a	clerical	aptitude	test.	Who	uses	clerical	aptitude	tests	and	why?	Since	clerical	jobs	are	found	in	every	sector	–	whether	it	be	finance,
education,	operations	or	government	–	clerical	aptitude	tests	are	used	by	a	wide	range	of	employers	to	help	streamline	the	hiring	process.	The	digital	age	has	made	the	importance	of	having	highly	skilled	clerical	personnel	even	more	critical.	Seemingly	small	errors,	or	inefficient	admin	staff,	can	have	a	huge	impact	on	a	company	as	a	whole.	Using
clerical	aptitude	tests	allows	employers	to	better	evaluate	that	they’re	hiring	people	who	have	the	correct	level	of	skill	for	the	position.	Recruiters	can	get	a	sense	for	how	well	someone	might	perform	on	the	job	by	assessing	multiple	skills	in	one	setting,	which	more	accurately	reflects	day-to-day	working	life.	So,	if	you’re	asked	to	take	a	clerical
aptitude	test	as	part	of	the	hiring	process,	it	is	important	to	do	your	best	–	it	will	be	a	determining	factor	in	the	success	of	your	application.	What	work	skills	and	aptitudes	do	clerical	tests	measure?	Clerical	jobs	require	high	proficiency	at	a	number	of	skills,	and	clerical	aptitude	tests	aim	to	cover	that	by	assessing	the	following	characteristics:	Verbal
reasoning	Verbal	reasoning	tests	help	employers	identify	your	ability	to	comprehend	and	process	written	information.	Most	tests	present	you	with	passages	of	text	and	then	ask	you	to	filter	out	key	information	in	order	to	deduce	correct	answers,	or	whether	a	statement	is	true,	false	or	uncertain.	Numerical	reasoning	Numerical	reasoning	tests	assess
your	ability	to	process	and	analyse	data	presented	in	a	numerical	format,	which	can	include	percentages,	number	sequences,	data	interpretation	and	financial	analysis.	Accuracy	and	efficiency	Accuracy	and	efficiency	when	working	with	data	is	one	of	the	most	important	clerical	skills	and	is	often	assessed	with	error	checking	tests,	also	known	as
clerical	checking.	These	tests	require	you	to	comb	through	sets	of	information	to	find	errors	and	assess	the	correct	data	under	a	time	restriction.	This	helps	to	show	your	proficiency	at	working	under	pressure	while	still	maintaining	a	high	level	of	attention	to	detail.	You	may	also	be	asked	to	take	a	typing	test,	which	assesses	your	typing	skills	by
showing	your	words-per-minute	and	how	many	mistakes	were	made	during	the	test.	Employers	generally	have	different	standards	for	this	test,	but	typing	is	a	crucial	skill	in	the	modern	workplace,	so	it	can	never	hurt	to	improve	your	accuracy	and	speed.	Organisation	General	organisational	skills	are	critical	when	working	in	a	clerical	and
administrative	position.	E-tray	tests	are	a	popular	way	to	assess	this,	by	simulating	the	inbox	of	an	employee	who	has	fallen	behind	on	their	work	–	you	then	have	to	work	through	the	tasks	and	manage	the	workload	in	the	manner	you	feel	to	be	most	efficient.	These	are	also	known	as	document	management	tests.	Time	management	is	an	important
skill	when	it	comes	to	being	organized	and	so	you	should	ensure	you	prepare	for	working	to	deadlines	and	be	good	at	prioritising	tasks.	Interpersonal	skills	Many	clerical	positions	are	very	social	roles	–	meaning	that	you	will	be	expected	to	work	with	lots	of	people	from	different	departments	and	professional	levels,	and	be	a	strong	team	player.	As
such,	some	employers	use	personality	tests	to	determine	if	you	would	be	a	good	fit	for	their	team.	You	may	also	be	asked	to	take	a	situational	judgement	test,	which	assesses	your	people	skills	and	how	you	naturally	react	to	impromptu	difficulties	that	might	arise.	How	best	to	prepare	for	a	clerical	aptitude	test	The	best	way	to	prepare	for	a	clerical
aptitude	test	is	to	practice.	There	are	plenty	of	resources	out	there	to	help	you	with	this	process,	but	Practice	Aptitude	Tests	has	thousands	of	free	practice	test	questions	and	helpful	guides	on	every	aspect	of	preparing	for	and	passing	aptitude	tests,	so	it’s	a	great	place	to	start.	Basic	comprehension	tests	and	basic	numeracy	tests	are	both	useful	for
finding	any	gaps	in	your	language	or	maths	skills.	After	those,	the	best	practice	tests	for	clerical	aptitude	assessments	are:	Also,	find	out	which	test	publisher	is	being	used,	so	that	you	can	find	more	specific	practice	tests.	Major	providers	of	clerical	aptitude	tests	include	SHL	and	Saville	Assessment,	and	they	both	provide	practice	tests.	The	Clerical
Aptitude	assessment	evaluates	candidates'	skills	in	areas	such	as	numerical	and	verbal	aptitude,	attention	to	detail,	data	entry	accuracy,	organization,	and	problem-solving.	The	Clerical	Aptitude	test	is	designed	to	assess	candidates'	skills	and	abilities	in	clerical	and	administrative	tasks.	It	is	a	valuable	assessment	tool	in	the	hiring	process	for	several
reasons.	Firstly,	clerical	roles	require	individuals	to	handle	various	administrative	responsibilities,	such	as	data	entry,	record-keeping,	scheduling,	and	customer	service.	Assessing	candidates'	aptitude	in	these	areas	ensures	that	they	possess	the	necessary	skills	to	perform	these	tasks	accurately	and	efficiently.	The	Clerical	Aptitude	test	covers	a	range
of	sub-skills	that	are	crucial	in	clerical	roles.	These	sub-skills	include	numerical	aptitude,	verbal	aptitude,	attention	to	detail,	data	entry	accuracy,	organizational	skills,	and	problem-solving	abilities.	Evaluating	these	sub-skills	provides	a	comprehensive	understanding	of	a	candidate's	capabilities	and	potential	to	excel	in	clerical	and	administrative	roles.
Numerical	aptitude	assesses	a	candidate's	proficiency	in	working	with	numbers	and	analyzing	numerical	data.	Verbal	aptitude	evaluates	their	ability	to	comprehend	written	information	and	communicate	effectively.	Attention	to	detail	is	crucial	for	accuracy	in	tasks	such	as	data	verification	and	proofreading.	Data	entry	accuracy	assesses	the
candidate's	precision	in	entering	information	without	errors.	Organizational	skills	evaluate	their	ability	to	manage	tasks,	prioritize	work,	and	maintain	efficient	workflow.	Problem-solving	skills	assess	their	capability	to	analyze	situations	and	propose	effective	solutions.	By	assessing	these	sub-skills,	employers	can	identify	candidates	who	are	well-
suited	for	clerical	roles,	ensuring	that	they	have	the	aptitude	and	potential	to	handle	the	responsibilities	of	the	position	effectively.	Hiring	individuals	with	strong	clerical	aptitude	contributes	to	efficient	operations,	accurate	data	management,	and	excellent	administrative	support,	ultimately	benefiting	the	organization	as	a	whole.	The	Clerical	Aptitude
test	is	an	essential	component	of	the	hiring	process	for	clerical	and	administrative	roles,	providing	valuable	insights	into	a	candidate's	suitability	and	potential	to	excel	in	these	positions.	It	enables	employers	to	make	informed	decisions	based	on	objective	evaluations,	ensuring	the	selection	of	candidates	who	possess	the	necessary	skills	and	abilities	to
perform	clerical	tasks	accurately,	efficiently,	and	with	attention	to	detail.	What	Is	a	Clerical	Aptitude	Test?	Employers	give	clerical	aptitude	tests	to	anyone	seeking	an	administrative	role	during	the	hiring	process,	such	as	an	administrative	assistant,	office	manager,	secretary,	or	receptionist.	Companies	in	all	industries	will	use	various	clerical	aptitude
tests	because	administrative	professionals	typically	need	the	same	skills	in	every	industry	to	be	professional.	Some	of	those	skills	are:	Organization	Time	management	Computer	literacy	Error	checking	Proofreading	Communication	Every	clerical	aptitude	test	will	vary	based	on	the	organization,	but	applicants	can	expect	to	answer	questions	in	the
following	categories.	Aptitude	Tests	Clerical	aptitude	tests	will	assess	your	ability	to	perform	specific	basic	skills.	For	clerical	positions,	working	with	numbers	and	written	communication	is	essential	to	the	role.	Numerical	Reasoning	Test	The	numerical	reasoning	exam	will	assess	your	ability	to	perform	basic	calculations	and	understand	fundamental
concepts.	While	you	may	not	be	doing	intensive	mathematical	calculations	in	your	role,	you	must	be	familiar	with	basic	operations	(addition,	multiplication,	etc.)	and	simple	data	interpretation	(charts,	graphs,	tables)	to	do	your	job.	For	example,	an	office	clerk	may	need	to	take	inventory	of	a	particular	product	and	determine	how	many	more	items
they	need	to	order.	The	questions	on	the	exam	will	be	multiple	choice	and	may	be	equations,	word	problems,	charts,	or	tables.	Depending	on	your	role,	there	may	also	be	financial	analysis	questions.	Verbal	Reasoning	Test	Verbal	reasoning	exams	assess	your	ability	to	read,	process,	and	apply	written	information.	Since	administrative	professionals	are
constantly	working	with	written	communications	and	documentation,	having	this	skill	is	vital.	The	test	will	present	several	passages	you	must	read	and	answer	questions	about.	The	questions	may	relate	to	several	topics,	including:	Spelling	Grammar	Vocabulary	Word	Usage	Drawing	Conclusions	For	example,	you	may	need	to	determine	if	a	statement
is	true,	false,	or	uncertain	based	on	the	information	in	the	text.	Please	note	that	you	will	not	need	any	outside	knowledge	to	do	well	on	this	exam,	and	you	should	only	use	the	information	presented	to	answer	the	questions.	Skills	Tests	In	addition	to	clerical	aptitude	tests,	companies	will	often	ask	applicants	to	take	various	skills	tests.	There	are	several
skills	that	administrators	must	possess	to	do	well	in	an	office	support	setting.	Here	are	a	few	exams	you	may	take	during	the	recruitment	process	for	this	position.	Error	Checking	The	error-checking	exam	will	present	a	lot	of	similar	information	and	ask	you	to	identify	the	errors.	For	example,	you	may	receive	two	data	tables	where	one	or	two
corresponding	numbers	are	slightly	different.	This	attention	to	detail	is	critical	for	proofreading	and	data	entry,	both	tasks	that	you	will	encounter	in	this	profession.	Filing	Filing	is	another	task	you	must	perform,	which	involves	using	rules	to	organize	information.	One	typical	example	of	this	is	organizing	names	in	alphabetical	order.	The	test	will
present	several	names	and	ask	how	you	should	file	them.	Typing	Test	Fast	and	accurate	typing	is	critical	for	administrative	positions	as	they	will	likely	take	notes,	draft	emails,	and	work	with	other	company	documents.	Some	companies	have	a	specific	word-per-minute	rate	that	they	require	their	administrative	professionals	to	type	at.	These	typing
tests	will	ask	you	to	type	out	information,	usually	a	paragraph,	as	quickly	and	accurately	as	possible.	Microsoft	Program	Tests	In	addition	to	specific	skills,	admin	professionals	must	be	proficient	in	certain	office	programs	such	as	Microsoft	Word	and	Microsoft	Excel.	Companies	will	often	require	a	test	for	candidates	to	prove	they	can	use	these
programs	efficiently.	For	example,	they	may	need	to	use	the	functions	in	Excel	to	create	a	table	and	answer	a	question	about	the	data.	Or,	they	may	need	to	format	a	document	to	certain	specifications	in	Microsoft	Word.	Interpersonal	Skills	Tests	There	are	a	lot	of	soft	skills	that	clerical	professionals	will	need	to	possess,	such	as	communication,
openness,	friendliness,	and	an	eagerness	to	learn	and	support	others.	Companies	will	often	have	clerical	aptitude	tests	that	will	asses	personality	traits	and	behaviors	to	ensure	the	candidate	will	thrive	in	their	particular	environment.	Personality	Test	Companies	will	give	candidates	a	personality	test	to	examine	their	values,	traits,	and	characteristics
to	ensure	they	align	with	the	company.	Most	of	these	tests	base	their	questions	on	the	Big	Five	personality	traits	test	that	assesses	Agreeableness,	Neuroticism,	Conscientiousness,	Extraversion,	and	Openness	to	Experience.	The	test	will	present	a	statement;	you	must	respond	with	how	much	you	agree	or	disagree	with	each	statement.	It	is	best	to
research	the	company	before	this	exam	to	learn	about	their	values	and	what	type	of	employee	they	are	looking	for	and	tailor	your	responses.	Situational	Judgment	Test	You	will	also	take	an	SJT	test	to	assess	your	workplace	behaviors	and	how	you	handle	stressful	situations.	This	exam	will	present	a	simulated	scenario,	usually	similar	to	what	you	may
experience	on	the	job,	and	several	options	for	responding	to	the	situation.	Your	job	will	be	to	identify	the	best	and	worst	possible	responses.	Again,	during	this	exam,	you	will	want	to	remember	the	type	of	person	the	company	wants	to	hire	for	this	position.	Remember	that	being	professional,	helpful,	and	friendly	are	usually	good	response	options	for
situations	you	will	encounter	on	this	job.	How	to	Prepare	for	the	Clerical	Aptitude	Test?	The	best	way	to	prepare	for	the	various	subjects	on	clerical	aptitude	test	is	by	taking	online	practice	tests.	Practice	tests	are	a	great	resource	because	they	will	provide	sample	questions	in	each	subject	similar	to	what	you	may	encounter	on	the	exam.	They	will	also
give	answer	solutions	so	you	can	compare	your	thought	process	with	how	you	should	come	to	the	correct	answer.	Applicants	who	take	the	time	to	prepare	for	the	clerical	aptitude	test	will	score	significantly	higher	on	the	exam	than	their	unprepared	counterparts.	Because	the	company	will	compare	your	score	to	their	other	candidates,	you	want	to
score	as	high	as	possible	to	give	you	the	best	chance	at	succeeding	in	the	hiring	process.	Therefore,	be	sure	to	give	yourself	adequate	time	to	study	and	use	the	available	resources.	A	clerical	aptitude	test	specifically	assesses	proficiency	at	tasks	related	to	clerical	or	administrative	work,	helping	employers	to	determine	which	candidates	have	the	skill
level	necessary	for	the	job.	The	most	common	clerical	aptitude	tests	include	assessments	of	verbal	reasoning,	basic	numeracy,	error	checking	proficiency	and	situational	judgement	tests.	Roles	in	clerical	work	include	secretaries,	administrative	assistants	and	positions	in	data	entry	and	office	support.	So	if	you’re	applying	for	these	positions,	or
anything	similar,	then	it’s	likely	you	will	have	to	take	a	clerical	aptitude	test.	Who	uses	clerical	aptitude	tests	and	why?	Since	clerical	jobs	are	found	in	every	sector	–	whether	it	be	finance,	education,	operations	or	government	–	clerical	aptitude	tests	are	used	by	a	wide	range	of	employers	to	help	streamline	the	hiring	process.	The	digital	age	has	made
the	importance	of	having	highly	skilled	clerical	personnel	even	more	critical.	Seemingly	small	errors,	or	inefficient	admin	staff,	can	have	a	huge	impact	on	a	company	as	a	whole.	Using	clerical	aptitude	tests	allows	employers	to	better	evaluate	that	they’re	hiring	people	who	have	the	correct	level	of	skill	for	the	position.	Recruiters	can	get	a	sense	for
how	well	someone	might	perform	on	the	job	by	assessing	multiple	skills	in	one	setting,	which	more	accurately	reflects	day-to-day	working	life.	So,	if	you’re	asked	to	take	a	clerical	aptitude	test	as	part	of	the	hiring	process,	it	is	important	to	do	your	best	–	it	will	be	a	determining	factor	in	the	success	of	your	application.	What	work	skills	and	aptitudes
do	clerical	tests	measure?	Clerical	jobs	require	high	proficiency	at	a	number	of	skills,	and	clerical	aptitude	tests	aim	to	cover	that	by	assessing	the	following	characteristics:	Verbal	reasoning	Verbal	reasoning	tests	help	employers	identify	your	ability	to	comprehend	and	process	written	information.	Most	tests	present	you	with	passages	of	text	and
then	ask	you	to	filter	out	key	information	in	order	to	deduce	correct	answers,	or	whether	a	statement	is	true,	false	or	uncertain.	Numerical	reasoning	Numerical	reasoning	tests	assess	your	ability	to	process	and	analyse	data	presented	in	a	numerical	format,	which	can	include	percentages,	number	sequences,	data	interpretation	and	financial	analysis.
Accuracy	and	efficiency	Accuracy	and	efficiency	when	working	with	data	is	one	of	the	most	important	clerical	skills	and	is	often	assessed	with	error	checking	tests,	also	known	as	clerical	checking.	These	tests	require	you	to	comb	through	sets	of	information	to	find	errors	and	assess	the	correct	data	under	a	time	restriction.	This	helps	to	show	your
proficiency	at	working	under	pressure	while	still	maintaining	a	high	level	of	attention	to	detail.	You	may	also	be	asked	to	take	a	typing	test,	which	assesses	your	typing	skills	by	showing	your	words-per-minute	and	how	many	mistakes	were	made	during	the	test.	Employers	generally	have	different	standards	for	this	test,	but	typing	is	a	crucial	skill	in
the	modern	workplace,	so	it	can	never	hurt	to	improve	your	accuracy	and	speed.	Organisation	General	organisational	skills	are	critical	when	working	in	a	clerical	and	administrative	position.	E-tray	tests	are	a	popular	way	to	assess	this,	by	simulating	the	inbox	of	an	employee	who	has	fallen	behind	on	their	work	–	you	then	have	to	work	through	the
tasks	and	manage	the	workload	in	the	manner	you	feel	to	be	most	efficient.	These	are	also	known	as	document	management	tests.	Time	management	is	an	important	skill	when	it	comes	to	being	organized	and	so	you	should	ensure	you	prepare	for	working	to	deadlines	and	be	good	at	prioritising	tasks.	Interpersonal	skills	Many	clerical	positions	are
very	social	roles	–	meaning	that	you	will	be	expected	to	work	with	lots	of	people	from	different	departments	and	professional	levels,	and	be	a	strong	team	player.	As	such,	some	employers	use	personality	tests	to	determine	if	you	would	be	a	good	fit	for	their	team.	You	may	also	be	asked	to	take	a	situational	judgement	test,	which	assesses	your	people
skills	and	how	you	naturally	react	to	impromptu	difficulties	that	might	arise.	How	best	to	prepare	for	a	clerical	aptitude	test	The	best	way	to	prepare	for	a	clerical	aptitude	test	is	to	practice.	There	are	plenty	of	resources	out	there	to	help	you	with	this	process,	but	Practice	Aptitude	Tests	has	thousands	of	free	practice	test	questions	and	helpful	guides
on	every	aspect	of	preparing	for	and	passing	aptitude	tests,	so	it’s	a	great	place	to	start.	Basic	comprehension	tests	and	basic	numeracy	tests	are	both	useful	for	finding	any	gaps	in	your	language	or	maths	skills.	After	those,	the	best	practice	tests	for	clerical	aptitude	assessments	are:	Also,	find	out	which	test	publisher	is	being	used,	so	that	you	can
find	more	specific	practice	tests.	Major	providers	of	clerical	aptitude	tests	include	SHL	and	Saville	Assessment,	and	they	both	provide	practice	tests.	A	clerical	aptitude	test	specifically	assesses	proficiency	at	tasks	related	to	clerical	or	administrative	work,	helping	employers	to	determine	which	candidates	have	the	skill	level	necessary	for	the	job.	The
most	common	clerical	aptitude	tests	include	assessments	of	verbal	reasoning,	basic	numeracy,	error	checking	proficiency	and	situational	judgement	tests.	Roles	in	clerical	work	include	secretaries,	administrative	assistants	and	positions	in	data	entry	and	office	support.	So	if	you’re	applying	for	these	positions,	or	anything	similar,	then	it’s	likely	you
will	have	to	take	a	clerical	aptitude	test.	Who	uses	clerical	aptitude	tests	and	why?	Since	clerical	jobs	are	found	in	every	sector	–	whether	it	be	finance,	education,	operations	or	government	–	clerical	aptitude	tests	are	used	by	a	wide	range	of	employers	to	help	streamline	the	hiring	process.	The	digital	age	has	made	the	importance	of	having	highly
skilled	clerical	personnel	even	more	critical.	Seemingly	small	errors,	or	inefficient	admin	staff,	can	have	a	huge	impact	on	a	company	as	a	whole.	Using	clerical	aptitude	tests	allows	employers	to	better	evaluate	that	they’re	hiring	people	who	have	the	correct	level	of	skill	for	the	position.	Recruiters	can	get	a	sense	for	how	well	someone	might	perform
on	the	job	by	assessing	multiple	skills	in	one	setting,	which	more	accurately	reflects	day-to-day	working	life.	So,	if	you’re	asked	to	take	a	clerical	aptitude	test	as	part	of	the	hiring	process,	it	is	important	to	do	your	best	–	it	will	be	a	determining	factor	in	the	success	of	your	application.	What	work	skills	and	aptitudes	do	clerical	tests	measure?	Clerical
jobs	require	high	proficiency	at	a	number	of	skills,	and	clerical	aptitude	tests	aim	to	cover	that	by	assessing	the	following	characteristics:	Verbal	reasoning	Verbal	reasoning	tests	help	employers	identify	your	ability	to	comprehend	and	process	written	information.	Most	tests	present	you	with	passages	of	text	and	then	ask	you	to	filter	out	key
information	in	order	to	deduce	correct	answers,	or	whether	a	statement	is	true,	false	or	uncertain.	Numerical	reasoning	Numerical	reasoning	tests	assess	your	ability	to	process	and	analyse	data	presented	in	a	numerical	format,	which	can	include	percentages,	number	sequences,	data	interpretation	and	financial	analysis.	Accuracy	and	efficiency
Accuracy	and	efficiency	when	working	with	data	is	one	of	the	most	important	clerical	skills	and	is	often	assessed	with	error	checking	tests,	also	known	as	clerical	checking.	These	tests	require	you	to	comb	through	sets	of	information	to	find	errors	and	assess	the	correct	data	under	a	time	restriction.	This	helps	to	show	your	proficiency	at	working
under	pressure	while	still	maintaining	a	high	level	of	attention	to	detail.	You	may	also	be	asked	to	take	a	typing	test,	which	assesses	your	typing	skills	by	showing	your	words-per-minute	and	how	many	mistakes	were	made	during	the	test.	Employers	generally	have	different	standards	for	this	test,	but	typing	is	a	crucial	skill	in	the	modern	workplace,	so
it	can	never	hurt	to	improve	your	accuracy	and	speed.	Organisation	General	organisational	skills	are	critical	when	working	in	a	clerical	and	administrative	position.	E-tray	tests	are	a	popular	way	to	assess	this,	by	simulating	the	inbox	of	an	employee	who	has	fallen	behind	on	their	work	–	you	then	have	to	work	through	the	tasks	and	manage	the
workload	in	the	manner	you	feel	to	be	most	efficient.	These	are	also	known	as	document	management	tests.	Time	management	is	an	important	skill	when	it	comes	to	being	organized	and	so	you	should	ensure	you	prepare	for	working	to	deadlines	and	be	good	at	prioritising	tasks.	Interpersonal	skills	Many	clerical	positions	are	very	social	roles	–
meaning	that	you	will	be	expected	to	work	with	lots	of	people	from	different	departments	and	professional	levels,	and	be	a	strong	team	player.	As	such,	some	employers	use	personality	tests	to	determine	if	you	would	be	a	good	fit	for	their	team.	You	may	also	be	asked	to	take	a	situational	judgement	test,	which	assesses	your	people	skills	and	how	you
naturally	react	to	impromptu	difficulties	that	might	arise.	How	best	to	prepare	for	a	clerical	aptitude	test	The	best	way	to	prepare	for	a	clerical	aptitude	test	is	to	practice.	There	are	plenty	of	resources	out	there	to	help	you	with	this	process,	but	Practice	Aptitude	Tests	has	thousands	of	free	practice	test	questions	and	helpful	guides	on	every	aspect	of
preparing	for	and	passing	aptitude	tests,	so	it’s	a	great	place	to	start.	Basic	comprehension	tests	and	basic	numeracy	tests	are	both	useful	for	finding	any	gaps	in	your	language	or	maths	skills.	After	those,	the	best	practice	tests	for	clerical	aptitude	assessments	are:	Also,	find	out	which	test	publisher	is	being	used,	so	that	you	can	find	more	specific
practice	tests.	Major	providers	of	clerical	aptitude	tests	include	SHL	and	Saville	Assessment,	and	they	both	provide	practice	tests.	Skip	to	content	A	clerical	ability	test	is	designed	to	assess	skills	that	are	essential	for	performing	various	clerical	tasks	effectively.	These	tests	typically	evaluate	abilities	such	as	attention	to	detail,	data	accuracy,	speed	in
data	entry,	filing	skills,	and	basic	arithmetic.	They	often	include	tasks	like	checking	for	errors	in	documents,	sorting	information	alphabetically	or	numerically,	and	understanding	and	organizing	written	material.	Clerical	ability	tests	are	commonly	used	in	the	recruitment	process	for	administrative	and	clerical	roles,	ensuring	that	candidates	possess
the	necessary	skills	to	manage	office	tasks	efficiently.	They	also	assess	a	candidate’s	ability	to	handle	routine	office	duties	quickly	and	accurately,	which	is	crucial	in	many	business	environments.	Are	you	recruiting	and	looking	for	a	Clerical	Ability	Test?	Click	here	Common	Clerical	Ability	test	categories	A	comprehensive	clerical	ability	test	will	cover
one	or	more	of	the	subjects	listed	below.	We	recommend	practicing	all	subjects	to	familiarize	yourself	with	the	types	of	questions	and	to	better	prepare	for	your	own	assessment	test.	All	the	most	common	clerical	ability	test	subjects	are	listed	below,	visit	each	subject	to	read	more	and	view	example	questions.	Try	a	free	clerical	ability	test.This	free
practice	test	contains	attention	to	detail	and	verbal	skills	test	questions	and	takes	about	10	minutes	to	complete.	Clerical	Ability	Test	Clerical	Ability	test	preparation	includes	data	entry	and	typing	test	practice.	Get	Access	Now	Learn	More	1000+	clerical	ability	questions	Clearly	Explained	Solutions	Test	statistics	Score	progression	charts	Compare
your	performance	Friendly	customer	service	Data	Entry	Practice	Typing	Test	Practice	24/7	access	on	all	devices	Discover	how	to	make	smart	hiring	decisions.	Learn	More	Improve	your	performance	with	our	test	preparation	platform.	Access	24/7	from	all	your	devices.	1000+	clerical	ability	practice	questions.	Solutions	explained	in	detail.	Typing	test
practice	Data	entry	test	practice	Keep	track	of	your	performance	with	charts	and	statistics.	Reference	scores	to	compare	your	performance	against	others	Friendly	customer	service.	Get	instant	access	to	our	test	prep	platform.	GET	ACCESS	NOW


