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Creating a TES Job 

1. Click Create 

 

2. Select Job 
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3. Click Template field 

 
4. Enter the appropriate job title in the template search and select the most applicable job     
    template for the position.  

    Position must be equivalent to the job duties that will be performed, as well as the   
    minimum qualifications required to perform the job.

 
5. Click Next 
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6. Enter Length of Assignment (In Months)

 
7. Click Selection Type and select Recruitment or Direct Hire.  

     For this example, we are using Recruitment.

 
8. Click and select New or Replacement 

     For this example, we are using New 
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9. Enter # of openings 

     The number of openings entered must accurately reflect the positions available for hire.    
     Postings will remain active for a maximum of six (6) months or through the end of the semester,      
     whichever occurs first. Once the specified number of openings is reached, the posting will  
     automatically close once candidate is hired.

 
10. Edit Job Posting Title field

 
11. Type and Select the appropriate Location  
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12. Type and select the appropriate Department

 
13. Type and select your Campus HR staff

 
14. Type and select the appropriate Supervisor field 

       The user who creates the job posting will automatically be listed here; if that is not accurate,     
       please search and select the appropriate user. The supervisor is the individual who is directly    
       responsible for assigning work and managing performance. 
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15. Click Add Search Committee or Application Reviewers

 
16. Search and add Application Reviewers if needed. 

      This is not a required step.

 
17. Enter the Minimum Pay Rate

 
18. Select appropriate frequency (Hr. or Yr.) 

       Hr. = Hourly 
       Yr. = Yearly 
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19. Enter the Maximum Pay Rate

 
20. Select appropriate frequency (Hr. or Yr.) 

       Hr. = Hourly 
       Yr. = Yearly 

 

21. Select the appropriate Billing Code 

       TES billing code will always be 1197-399 Auburn University Temporary Employment 
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22. Click the arrow to move from 'Available' to 'Selected' 

 

23. Click Next 

 

24. Review and edit the  
      Overview field 
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25. Review and edit the Responsibilities field 

 

26. Review and edit the Qualifications field 

 

 
 
27. Review and edit the Minimum    
      Knowledge, Skills, and Abilities      
      field 
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28. Review and edit the Required Pre-Employment Screenings field 

       Note: If there are none listed, you will not be able to proceed. In that case, you will enter      
       'Completion of a satisfactory background check’, as this is required for all TES positions. 

 
29. Review the Why Work at Auburn field

 
31. Click Finish 
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32. Click Global Approval List and select Global Approval List

 
33. Click the Select field and select the TES Approval

 
34. Click Save & Begin Approval 

       The posting will not save until the user has gotten to this step and selected one of the save options. 
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35. Approval and Posted updates will update on your dashboard under the My Jobs panel. 
 

 

 

 


