
OffÏce Skills Testing & Certification
WorkSoruce Oregon offers computer and offrce skill assessment on Monday's from 1:30-3:30 in Room #201. Ofüce and
computer skills are among the easiest and most common skills for sn employcr to test. Job searchcrs are often unaware of
the true leve1 of their current skills a¡d often over or underestimate their abilities. WorkSou¡ce Oregon offers a computerized
testing system to assess skills: Office Proficiency Ässessment and Certification (OPAC).
These assessmetrts can:

provide to an employer as proof of your demonstrated skill level.

Note: Tests are not designed to teach office or computer skills. If you do not cunently have offi.ce or computer skills or
need to upgrade them, you may want to develop these as part of an intensive'TV'orkSource Oregon enrplo¡nnent plan.

Assessment tests in any skill area otb.er then Computer can be taken up to three 4mes in any one session. Compute,r software
assessments can only be taken once per session but you may practice on a skill a¡d retake in the next 1ab. If you meet
OPAC's certifi.cation standard on any take of a test, you will earn a WorkSource Oregon certificate for that skill stating that
you met or exceeded the minimum professional standard for that skill. If you achieve L00To accuracy ofi a test, you will
æm a 100% accuracy certificate in that skill. If you do not meet the certification standards, you are e,ncouraged to work on
the skill and re-test in futu¡e OPAC workshops.

- OPAC Tests ønd
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Tlte OPAC System was developed by Bíddle and AssocíaÍes based on e content wlídity study conducted by The Internatíonal Associ.ation of
Adrninßtrative Professionats whích set minimum certiJícatiott standards. The OPAC tesß haye undergone sígríf.cant development and yalìilatíon
studies to ettsure the skills being measured are those most likely requÍredfor successful perfotmance ín mast work environments.
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Windows 7 l5 75% or better I I *f'or-uttins a Letter 20 92Vo orbetter
*EditinglFormattins Roush Draft 20 94Yo orbettsr I I *Co-oorinp Minutes 20 70Vo orbetter
*Advanced Editins/Tormattins 20 70%o¡better I IAlohufilion 10 70Yo orbeftq
*Spre¿dsheets. 2013 15 T}Yoorbeter I I NunericFìling 10 70% or bette¡r

Basic Excel - 2013 20 70%orbetter I I Prootea¿inslor2 15 70% or better

20Basic Word - 2013 70% or better I I **Speltine 10 70% or better

Intermediate Excel - 2013 20 70% or better

Intermediate Word - 2013 20 1570% or better I MedícaVtegal Terminolosy 75% orbetter

PowerPoint - 2013 20 ?0% orbetter I I tvtedicaVt"ee¿ Kevboa¡dine 5 45WPM/9'%
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Windows 7, Vistq XP

- 2013

75% or better

or

Bank

70% or better

70% orbetter
Basic Excel, 2003, 2007, 2010 20 1070% orbetter | | S"nt Deposit 70% orbetter
Basic Word, 2003, 2007 ,2010 20 70% or better I I peçv Casn 10 70% or better

20htermediate Excei, 2003, 2007, 2010 70% or better I I Basic tvtatt 25 70% or better

Intermediate Word 2003, 2007, 2010 20 70% orbptter I

Outlook - 2003, 2010 20 70% or better | **customer Service 15 70% or bctter

20QuickBooks - 2008

Keyboa¡dins I or II

70% or better

45 \Ã/PlW95%

Order 10 95% or better

1O-Key 5 8,000 KPrvgs% I

Data Eutry Vendsr 75125 5

5Data Entry Inventorv 50/50 5.600 KPrVes% I

Data Entry lovoice 25175 5


