
Customer enters NCWorks and is greeted by Front Desk TE: 
“Hello, Welcome to NCWorks! How can we help you today? 
(Ask if any Veterans in line- they receive Priority of Service)

Customer leaves Talent Engagement.
Are they work ready according to Work 

Readiness Checklist?
(If unemployed for 13+ weeks, refer 

directly to TD)

As appropriate, TE staff provides assistance to customer based on assessment of needs and 
career interests. 
This Includes: initial help with resume, assistance with applications, completion and review of 
STEP form (by staff) to assess skills, completing Traitify (needed for WIOA), appointment set for 
return visit, job referrals from NCWorks, job listings for jobs not requiring specific screenings, 
info on workshops offered,  etc. Make no commitments based on eligibility or funding .

Customer receives folder for paperwork and instructions for next steps. 

Check-in at Front Desk: Staff establishes reason for 
visit, searches NCWorks registration status, and places 
customer on scheduler. Customer is given forms for 
appropriate partner if needed: NCBA, NextGen, 
Veterans, Re-entry (direct to Re-entry staff), WRLP 
(direct to WRLP staff), etc. 

Initial One-on-One meeting with  Staff member to assess needs, 
begin case notes in NCWorks, ensure complete enrollment in 

Wagner-Peyser, and introduce (Product Box) resources/services.

New Customer directed to a computer in the Computer Resource 
Center (CRC) where staff can assist to create full NCWorks 

Registration and profile with updated background. If UI related, have 
them complete registration and TE Staff will provide packet and  

Wagner-Peyser registration or direct to RESEA/EAI appointment. . 
Best Practice:  If possible, customer will also create or upload at least 

one (1) resume and view the Orientation video.

New 
or 

Returning?

New

Returning

Talent Engagement (TE) Functional Area

Enters Employment 
Solutions
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Not seeking job-related 
services

Front Desk

Enters Talent 
Development

Will be referred to 
appropriate outside partner, 
using NCWorks Community 
Resource Assistance Guide 

(CRAG).

Directed to computer or seated in customer waiting area, then 
called from scheduler for meeting with TE Staff. Determine reason 
for visit. Staff ensures jobseeker is 100% registered in NCWorks , 

up-to-date with general info, background, and has at least
one (1) resume. 

Yes

Run reports and re-
enroll WP before 90 

day.
(Reactivate WP so we 

can our placement with 
Case Closure numbers)

No

Active 
within past 

90 days?

Returning TE New TE

No Yes

Yes

Direct to Resource 
Room – continue 
to monitor and ask 
if needs 
assistance.  

No

Do they want to 
meet with TE?

Best Practice: Unless it would 
cause backup, FD Staff also 
checks customer into Service 
Intelligence.  Alternatively, 
customer can check 
themselves into SI at kiosks. 

Customer moves to
Kiosks to create 

Service Intelligence 
System Identifier . 

Watch out for
Gaps in service during                

hand off!  (return appointment 
dates, workshops info, CRC 

use, etc.  



Jobseeker enters 
Talent 

Development. 

Customer will meet with TD 
Consultant, determine barriers, and 

begin developing  initial plan of 
action based on the needs of the 

individual and reviewing completed 
STEP form.

Selective Service Registration must 
be verified for males.

Jobseeker meets with TD consultant.
Through conversation and observation 

the TD staff validates any items that the 
customer has already completed.

Review LMI based on customer need. 

Talent Development (TD) Functional Area

Enters  
Employment 

Solutions

Customer leaves 
Talent 

Development. Make 
sure everything 

(WP, NCWorks, IEP 
etc.) is current and 

updated
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Does the 
customer 

have a 
specific 
career 

interest?

Yes No

Discuss and determine exact career 
cluster/areas of interest by utilizing 

product box services for career 
exploration. 

Customer must complete the 
TABE/Workkeys test and the Working 
Smart course along with Traitify. Customer 
is then given appropriate referral(s), ITA 
request(s), supportive service request(s), 
etc. by TD Consultant. Enrollment in WIOA 
for designated training program (Voucher), 
Individual Employment Plan (IEP), and 
Objectives assessment are now final steps 
for enrollment. IEP will be updated as 
customer progresses. (To include FLG 
participants)

If program services are 
not appropriate for 

individual, they will be 
referred to an external 

partner agency. 

Eligibility requirements & process for WIOA enrollment are reviewed. 
Customer must meet criteria ( any pending records, barriers, etc. are 
addressed). 

Is Customer 
recommended 

for WIOA 
training?

Yes No Help develop career exploration 
and make appropriate 
recommendations including 
referrals to Center workshops, 
supportive services,  one on one 
sessions, partner resources, etc. 
If intensive services are 

needed, then enroll in WIOA.
Continue to follow up with 
customer on their progress.

Upo

Upon completion of training program . 
(To include FLG participants)
, customer must return to  present 
credentials to TD.   Has employment 
been obtained?  If YES credentials and 
employer info are input for case closure.  
IF NO, jobseeker is then referred to ES.

Career Services include: any 
assessments, career 
exploration, resume 
revisions, job seeker 
services, mock interviews, 
etc. 

Training Path Nontradtional Training



Work Ready Jobseeker 
enters Employment 

Solutions. 

Make sure customer 
comes in with all needed 

paperwork complete
• Fully Completed 

Work Ready 
Checklist

• Current WP 
enrollment

• Functional Resume
• STEP Assessment

Employment Solutions (ES) Functional Area

Customer has a One-on-
One meeting with an ES 
Job Seeker Consultant. 

The ES Job Seeker Consultant 
reviews  customer’s skills, 
aptitudes, and employment 
goals and objectives together 
with the customer and 
provides Job Search 
Assistance.   If customer is 
WIOA enrolled, ensure IEP is 
updated for employment. Pre-
screening for specific jobs and 
appropriate referrals will be 
made for full-time jobs.

Did customer 
follow their IEP 

and/or  
prescribed job 
search plan?

Yes

No

Special Programs (RESEA/EAI) 
staff notifies Customer that 

Job Search Assistance/benefits 
could be suspended and they 
may be referred back to self-
directed job search  if they do 
not follow through on plan.

Did customer 
obtain 

employment 
within 60 days?

Yes

No

Follow-Up:  Customer is advised to 
notify ES Consultant within 5 working 
days of employment. Consultant will 

obtain employer information and 
enter placement activity code in 

NCWorks online case file and create 
case closure after all activities are 

completed.

Customer is sent an email and 
presented with a Congratulatory 
Certificate.  Their success story is 
collected and distributed. Customer is 
encouraged to continue using services 
for future workshops & skills 
development.

Customer returns for a 
One-on-One meeting with 

an ES Job Seeker 
Consultant to determine 
needs and/or corrective 
actions, reevaluate IEP 

and goals. 
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Rapid Employment: Special 
pools of candidates will be 
recruited from NCWorks 
and screened based on 

employer-specific criteria. 
Any skill gaps will be 
addressed by staff. 

Referrals will be made to 
Employer from “job ready” 
applicant pool. Keep Special 

Placement Initiatives in 
mind when making 

referrals.

ESC concentrates 
on Hiring Events 
for these groups

Jobseekers 
with Skills gaps 

are possible 
candidates for 

OJT’s 
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RESEA/EAI Functional Flow Chart

Customer enters NCWorks and is greeted by Front Desk TE: 
Customer is at NCWorks for UI (Unemployment Insurance) 
related issue.  

Front Desk

Check-in at Front Desk: Staff establishes reason for 
visit, searches NCWorks registration status, and places 
customer on scheduler. Customer is identified as either 
RESEA or EAI candidate. If a veteran the veterans 
preference is initiated.  This is either the initial visit or 
the scheduled visit.  

Initial
or 

Scheduled

Verify registration 
with NCWorks and 
sign into scheduler 

for Talent 
Engagement (TE)

Initial

Scheduled

Report on time for scheduled 
RESEA or EAI appointment 
with State ID and completed 
work searches.  

All first time visitors to the center as well as all claimants scheduled for 
the RESEA or EAI must attend an orientation. This orientation is more 
than the simple video played in the center, but includes an introduction 
of partners and services offered within the center.  The orientation 
should answer questions concerning unemployment insurance(UI) and 
available programs like WIOA. It should also provide information about 
robots reading your resumes as well as resume construction and 
interviewing techniques.  

Initial one on one meeting 
with TE staff members to 
assess needs, begin case 
notes in NCWorks and 
ensure complete 
enrollment in Wagner 
Peyser.  Offer assistance 
completing UI paperwork 
as needed.  

Obtain a copy of 
the ID and verify 
completed work 
search (WS) files.  

Complete the 
RESEA or EAI info 

packet

Talent Engagement (TE) Talent Consultant (TC) 

Work 
search (WS) 

complete

Yes

Mark as attended 
but reschedule 
time to return 
completed WS.  

No

Return with 
completed WS

Subsequent 
Appointment 

RESEA

Yes

Returned 
to work 

No

Schedule and 
conduct within 

2 weeks

Subsequent appointments are conducted within two weeks of the original 
RESEA appointment.  Claimant must have a record of all work searches 

conducted since the original appointment.  Any changes to the ICAP must be 
annotated.  The subsequent appointment must be case noted and the work 

searches and other required paperwork must be scanned in as with the 
original appointment.  Activity codes 226 and 49B must be entered under 

activities. 

YesNo

Make copies of 
WS and give 
claimant the 

originals. Scan into 
record and 

complete Case 
notes

Process the claim 
for adjudication 
for discrepancies 

or improper 
worksearch

If work searches are complete and the appropriate forms (Self Assessment, Program 
Eligibility Review Form, and ICAP forms) have been completed during the session the 
consultant will change the registration status to Attended and verify that for RESEA 
codes 230,228, 202, 140,249,107, 229, 103,191 and 120 are entered as activity codes 
and for EAI 101, 228, 623,and 629 are entered.  If the claimant is a veteran have him or 
her complete a VET Form and if a former offender have them complete the Former 
offender form and turn in to the front desk for distribution.  If interested in WIOA 
administer the TRATIFY.  Complete the case notes and scan in all documents including ID 
and work searches.  
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Still need:

Vets

ReEntry

Need to go over RESEA

How do people transition back into main 

customer

flow between the areas (FLG, RESEA, 

ReEntry, Vets etc)?


