
PREPARATION CHECKLIST FOR INCORPORATING SKILLS-

BASED HIRING IN YOUR ORGANIZATION

Identify
positions to fill; these could be positions that are open or will be opening soon. While choosing, you could 

consider positions that typically have 

a. the highest lead time for hiring and /or 

b. the highest turnover rates (potentially arising from a mismatch between needs for that role and talent/candidate 

pools explored thus far)

Choose
methods and tools to assess the candidate’s mastery of necessarily skills without a degree requirement 

a. As an example, a technical skill can be assessed from a relevant job test during the recruiting process, and 

specific communication competencies can be determined through a structured behavioral interview 

Tip: there are several providers that help organizations develop pre-hire assessments, such as GapJumpers, Pymetrics, Togglhire, Gallup, DDI

Create
a skills-based rubric which assigns a numerical value to each desired skill. 

a. Use your list of required skills to create a rubric that evaluators can use to fairly evaluate different candidates on the 

same skills-based criteria 

b. This can be used consistently across various stages of the recruitment process, from resume reviews to interviews 

Equip
interviewers with a skills-based interview guide which asks precise questions to determine whether someone 

has the necessary skills

a. Example of a question: “When have you experienced an unexpected problem during a project, and what did you 

do to address it?” 

Tip: There are various publicly available guides for skills-based interview questions that you can leverage and adapt for your 

organization. Examples include these guides by Indeed, London School of Economics and The HR Specialist

Define 
the skills needed for that position, thinking about both soft and technical skills 

a. When feasible, firms should consider emphasizing soft skill requirements over any technical skills which can be 

picked up on-the-job via courses, trainings, and mentorship

b. Identify which skills are Required vs. Preferred: One way to identify this is to plot skills to an importance vs 

trainability matrix 

Skill trainability
Trainable Non-trainable

Preferred:

Skill is needed but can be trained 

after hiring

Required: Skill is needed to perform 

job duties and cannot be trained

Preferred:

Skill can be learned over time 

to improve job performance

Preferred:

Skill is not necessary, but having 

it improves job performance
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Source: Markle Foundation, “Skills-based Sourcing & Hiring Playbook”

Write
an inclusive job description that emphasizes skills and does not include credentialing requirements, as far as 

possible

a. A good skills-based job description provides candidates with an understanding of the principal duties that they 

would be responsible for, and the critical skill and competency requirements needed to be successful in that role

b. Such a job description should also help them understand your employer value proposition by illustrating the scope 

of the role within the firm and highlighting potential opportunities for professional development of employees 

A pedigree-based job posting

Uses Credential (e.g degrees, work experience) to assume skill level

List of Qualification on the job posting that lack speciality and prioritizing

Unintentional bias in the job posting creates barrier to qualified applicants

A skill-based job posting

Uses competencies to attract candidates with the skills needed for the job

Distinguishes Qualification between required and preferred competencies

Reduces Bias by using inclusive language on the job posting and description

Tip: What differentiates a Skills-Based Job Posting? 

Source: Skillful by the Markle Foundation, “Four steps to writing a skills-based job posting”, May 19, 2020

Next Stop
Kick-off your organization’s skills-based hiring journey by writing your first skills-based job post! 

https://www.gapjumpers.me/
https://www.pymetrics.ai/
https://toggl.com/hire/
https://www.gallup.com/cliftonstrengths/en/252137/home.aspx
https://www.ddiworld.com/solutions/behavioral-interviewing
https://www.indeed.com/career-advice/interviewing/skills-based-interview-questions
https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/Recruitment-Toolkit/Interview-and-Assessment/4.2-A-Guide-to-Competency-Based-Interviews.pdf
https://www.thehrspecialist.com/15139/library-of-skill-based-interview-questions#:~:text=Give%20me%20an%20example%20of%20a%20time%20you%20did,was%20required%20in%20your%20job.&text=Tell%20me%20about%20a%20time%20your,some%20project%20or%20idea%20succeed.&text=What%20have%20you%20done%20to%20make%20your%20job%20easier%20or%20more%20rewarding%3F&text=Describe%20a%20situation%20where%20you%20found%20you%20had%20a%20serious%20problem.
https://markle.org/app/uploads/2022/04/Skills-Based-Hiring-Sourcing-Hiring-Playbook.pdf
https://www.skillful.com/blog/four-steps-writing-skills-based-job-posting

