
Although the layout of the T&EE will look different depending on the format being used, the 

purpose of every T&EE is exactly the same.  Specifically, every T&EE will ask you, as the 

candidate, to respond to one or more questions about your education and/or experience. 

These questions will be completed as part of the online application. In this T&EE, you will be 

asked to provide a written response to one or more questions.  These questions will be open-

ended, and will ask you to describe your education and/or experience in specific areas.  

Some questions may ask for very specific pieces of information (duties performed, name of 

employer, dates of employment, etc.), while other questions may be more generic.  In general, 

the purpose of questions is to gather detailed information from you that will help evaluators 

determine your readiness and preparation for the job.

Tips for Completing 
a Training & Experience

Evaluation

What is a Training & Experience Evaluation? 

Just like a multiple-choice exam or an interview, a Training & 

Experience Evaluation (T&EE) is a type of test.  

Specifically, a T&EE is a structured, systematic tool for evaluating a 

candidate’s education and/or experience that is beyond the minimum 

requirements for a given position. Your responsibility as a candidate 

is to present a comprehensive, detailed account of your related 

education and/or experience which have prepared you to excel in the 

job for which you are applying.

What Does a T&EE Look Like?



As seen above, all three questions ask candidates to describe their background in a specific 

area (clerical responsibilities, athletic training, and project management, respectively).  

However, questions #2 and #3 are more detailed than question #1, in terms of the specific 

information requested.

Three examples of questions are shown below:

Sample Question #1: Please describe your experience performing 

clerical duties in a university or community college environment.

Sample Question #2: Please discuss your experience as an athletic 

trainer, which involved the prevention, diagnosis, and treatment of 

sports-related injuries. Indicate (1) the job(s) where you gained this 

experience, (2) an overview of the injuries that you treated, and (3) 

the starting and ending dates of your employment for each job.

Sample Question #3: Please describe your experience managing and 

overseeing projects in the area of employee training and 

development. In your response, specify (1) the organization where 

you obtained this experience; (2) your specific role on the project and 

a detailed description of the duties you performed, including any 

responsibility you had for establishing project goals and timelines, 

identifying and securing necessary resources, and overseeing the 

work of other team members; (3) the dates when you performed 

these responsibilities (beginning and ending month/year); and (4) the 

name and contact information of the person who supervised you 

during this time.



What can I do to perform my best on a T&EE?

1: 

Do not respond to a question by writing “refer to resume”. It is critical 

that you answer the question with sufficient detail so that people 

who are unfamiliar with your background can understand exactly 

what you are trying to say.  Read each question carefully and make 

sure to include all requested information.  Failing to provide the 

information requested will likely cause a reduction in your score and 

may impact your likelihood of success.

2: 

Try not to use acronyms or terms that are unique to a specific 

employer/company (company-specific computer programs, etc.).  If 

you do use acronyms or company jargon, make sure that you explain 

what these terms mean.  Remember, your responses should be 

written so that people from outside of your workplace can 

understand them.

3: 

It is okay to use technical terminology (for example, when describing 

experience in the IT or financial fields), but the terms should be 

commonly used in the industry and understandable to other experts.

4: 

It is always safer to provide more details instead of less.  Much like 

interviews, details provide specific information about what you did in 

previous jobs and can help the raters better understand the nuances 

of your work.  The better the raters understand what you have done, 

the better they will be able to evaluate your background and 

experience.  However, make sure that the details you provide are 

relevant to the job and the question being asked; do not include 

unrelated information that has no relevance to the job.

5: 

Make sure that the information you include in your response (e.g., 

previous jobs, job duties performed) is also included in your 

application and resume (if applicable).  By ensuring that your 

education and experience is consistently communicated across the 

different parts of your applicant packet, you can help send a unified 

message to the raters regarding your preparation for this position.



6: 

Your responses should be representative of your actual background  

and experience; do not intentionally exaggerate your background in 

an effort to achieve a higher score.  All questionnaire responses will 

be reviewed by evaluators and may be subject to verification through 

reference checks; candidates who are found to intentionally and 

significantly fabricate or inflate their backgrounds may be 

disqualified from participation in current and future employment 

opportunities.

7: 

It never hurts to get a second opinion on your responses.  Having 

others review your response may help you identify any areas that are 

unclear, so that you can clarify them before submitting your 

application.

 


