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Policies and Eligibility Requirements

1. All students at Qatar University are eligible to join the program as long asthey have
active registration status.

2. It is not required for the student to be registered for summer courses to be eligible for
work during summer.

3. The student must have completed and passed at least 24 credit hours.

4. The student must have a GPA of 2.5 or above. (Minimum GPA is not required from
Students of the Arabic Program for Non-native speakers).

5. The student must successfully complete the Student Employment training workshop in
order to work as a student employee in Qatar University.

6. The student cannot exceed an overall of 5 working hours per day during weekdays
(Sunday - Thursday), and 7 working hours during weekends and official vacations
(whether working for one department or more). The weekly total hours worked cannot
exceed 20 hours.

7. The employing department has to submit justifications for students who aim to work
during weekends and official holidays. All justifications have to be approved by the Dean/
Director or Vice President in relevant working unit.

8. The maximum working hours for any student in the Student Employment Program
during his/her enrollment is 900 hours and any extra hours will be considered as volunteer
work, certified by the Volunteers Center and Community Services.

9. The student cannot exceed an overall of 5 working hours during Ramadan, even in
cases when Ramadan is observed during summer vacation.

10. All applications and student employment agreements have to be approved by Career
Services Center.

11.The student cannot work in more than two jobs concurrently.

12. Student employment payment is QAR 35 per hour for students who have less than
200 working hour experience and QAR 40 for students who have completed at least 200
working hours.

13. Student employees must comply with the policies and regulations of Qatar University,
and respect the confidentiality of the information in their workplace. Any alleged violation,
will implicate the student to legal consequences.

Student Employee Rights & Responsibilities

Rights:

- Be treated fairly and equitably by the University and their supervisor.

- Know what is expected of them concerning their work schedule, actual duties,
and any other requirements made by the supervisor.

- Be informed about their work performance through verbal communication and
performance evaluations.

- An explanation if they are terminated.

- Be informed by their supervisor at least one week before terminating
their employment.

- Resign from student employment at any time, for any reason. However, the
student should provide at least one week of prior naotification.

- Obtain a certificate specifying the nature and duration of the job.

- Use campus jobs as references for future employers and/or credit institutions.

Responsibilities:

When hired for a position, the student becomes a member of a work unit
that depends on him or her. Therefore, the supervisor, reasonably, expects
the student to:

- Arrive to work at the scheduled time.
- Work with a cooperative and positive attitude.

- Notify the supervisor as soon as possible of any changes in work schedule and
of projects and exams which may interfere with the work schedule.

- Complete and submit accurate electronic time-sheet to supervisor on time.
- Avoid working during scheduled class times.

- Notify his/her supervisor if employed in more than one position on campus.
- Notify supervisor of any job-related accident.

- Dress appropriately for the workplace.

- Notify the Student Employment Section of any problems with a supervisor or
work situation that cannot be resolved.

- Adhere to the QU confidentiality/security agreement.




Registration Procedures

1. Enter (myBanner Self-Service) from the following link: myBanner.qu.edu.qa and
then login to the system with your username and password.
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Please enter your User Identification Number (User ID) and your Personal Identification Number (PIN).
When finished, select Login.

Please Note: The User ID is Case Sensitive

Userd: [
N

[Login|| [Forgot PIN? |

2. The (Student Employment Services) through (myBanner Self-Service) can be
found under the (Student Services) tab.
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TRANSPORTATION SERVICE

GPA CALCULATOR

APPLY FOR SCHOLARSHIP

LOCKERS SERVICE

FINANGIAL AID APPLICATION

[STUDENT EMPLOYMENT SERVICES][ 2 |
STUDENT COMPLAINT SYSTEM

STUDENT REFERRAL SYSTEM

ACADEMIC DISMISSAL APPEAL APPLICATION
ATTENDANCE TRACKING

BOOK PURCHASE ORDERS

REQUEST EXIT PERMIT OR OFFICIAL LETTERS
CAMPUS CARD

3. In order to register in the Student Employment Program, the student must
comply with the policies and regulations of the program and then needs to
(Apply for Employment).
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4. The student needs to select the current term and then (Submit).
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5. The student should select his / her skills from the list and click (Submit).
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English — Average English - Excellent English - Week
Abillity to translate
Design web pages
EXCEL
ACCESS
SPSS
Word

Power Point
Adobe Photoshop
llustrator
Typing Arabic

yping English
Secretarial
Writing and reportins
Communication skil
Presentation skill
Photography skill
Athletics tralnin% skill
Arabic calligraphy skill
Painting skill
Graphic design
Organizing Events
Tutoring
Career excellence




6. The student will have the option to select certain department to apply for, then
student needs to agree on student employment policies and proceudres.
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***The application period is open from -26JUN2016- to -29JUL2016-
Apply for Department/ College:* all Departments / Colleges | v

| hereby certify that the mentioned data is true and accurate and | bear the whole responsibility in caseit proves false.

In addition, | acknowledge that | have read and agreed on the Students Employment Policies and procedures and receipt
mechanism provided for herein.
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Apply for Department/ College:* all Departments / Colleges | v

| hereby certify that the mentioned data is true and accurate and | bear the whole responsibility in caseit proves false.
In addition, | acknowledge that | have read and agreed on the Students Employment Policies and procedures and receipt
mechanism provided for herein.
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Contact Info:

Male Activities Building - Office103
Female Food Court - Office 134

Tel: +974 44033883
Fax: +974 44033878

Website: www.qu.edu.ga/csc

Email: student.employment@qu.edu.ga
Instagram: QUCSC
Twitter: QUCSC

:Jualgill
L 130 — el quslinJl il quiso
IME it - ol aclnall Rano

+QVE EEPFAAF  Wila

+QVE EEPPAVA : yuals

Www.qu.edu.qa/csc 1 qugiaNIgsg ol
student.employment@qu.edu.ga: gigia Nl
QUCSC:: olpoiul

QUCSC: g



-0bl asgo ga Las (submit ) qe oAl of (@l Jnall sl clad gle cny €

Personal Information ~ Student Registrations and Records
Search [ Go
APPLY FOR EMPLOYMENT

Students Employment Policies and procedures
‘"gu)LIa_IIa_b.Lbn'i )l aoUp ¢ ilgdg Ingpw

SITEMAP HELP EXIT

Register in students employment program (Page 4/1)

select a Tem:|Fall 2013 v, |[1]

e heAll alpog . obal darngall dailéd o s dnlAl cljlaadlwid] clUadl e ciny .0

.(submit)

Personal Information ~ Student Registrations and Records
Search Go

SITEMAP HELP EXIT
Skill Information

Update Skills (Page 4/2)
(M7 dnan) cllaadlCuani

[Piease select your skills: |[1 |

English — Average English - Excellent English - Week
Abillity to translate
Design web pages
EXCEL
ACCESS
SPSS
Word
Power Point
Adobe Photoshop
llustrator
Typing Arabic
yping English
Secretarial
Writing and reportin
Communication skil
Presentation skill
Photography skill
Athletics tralnin% skill
Arabic calligraphy skill
Painting skill
Graphic design
Organizing Events
Tutoring
Career excellence

AU lghall el qap « Junuril)

ol A3l a5 mybanner.qu.edu.ga : gLl il JNA ¢ (5U) Al doasdl,olAs Ul Jgaal
. dnldlgrall dalag oaAinall

[~ ] -\n n
ally e O Self . Growing
o 2. SerVKBzﬁr 3~ for Qatar’s Future

Please enter your User Identification Number (User ID) and your Personal Identification Number (PIN).
When finished, select Login.

Please Note: The User ID is Case Sensitive
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