
TES phone 
screening and 

personal 
interview w/ TES 

Manager

Order 
received from 
department

Background check 
for SEI, Finance and 
other special cases 

(as necessary)

Applicants apply 
on line through the 
TES job number

Initial applicants process

TES hiring process

Computer skills test 
(Word & Excel)

Thorough 
reference check

Candidate 
interviews by 
Department 
(Optional)

Candidate available 
for possible 
assignments

Assigning process

Available and interested 
candidates are identified;
resumes/ details sent to 
Department

Comprehensive TES 
orientation for 

employee upon 
beginning the 1st 

assignment

Ongoing TES work

Employment 
details entered 

into HREM
and TES records

TES processes 
timecard hours 

into payroll 
(BW or Monthly)

Upon completion of 
assignments, 

feedback forms are 
sent to both employee 

and department

Feedback will be 
taken into 

consideration while 
considering the next 

assignment

The TES is always in 
search for the next 

assignments for 
TES employees


