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Supervisor’s Guide to the New Student Employment Services System 

 
The Student Employment Section has updated the current Student Employment Services 
System for students applying for a job within the university premises with updated user 
interface and ease of use. This guide aims to show the supervisors how to access and 
navigate this new services system conveniently and efficiently. 
 
This also includes the updates system for supervisors to efficiently seek, hire, and manage 
students under their supervision, along with creating job postings for students to see, and 
their department’s budget, among other things. 

General Overview on the Supervisors’ New Student Employment Service 
System 

1. Log in to the QU Banner using your QU ID and password. 
2. Navigate to “QU Services” and then click on “Student Employment Services”. 

Figure 1 – QU Banner Dashboard 
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Figure 2 – New Student Employment Services System Main Dashboard for Supervisors 

After you have entered your credentials, you are now in the new Student Employment Services 
System. This is the new and updated Student Employment Services Program featuring new 
functions that will be gone through one by one after this step. The overview of these functions is 
as shown: 

1. “Manage Job Postings” – Here is where you will create, publish, and manage job 
postings. 

2. “Search & Hire Students” - Here is where you search for specific students that are 
available for hiring in terms of their availability, skillset, and other factors suiting your 
job posting’s nature. 

3. “Vacation and Weekend Attendance Request to Director” – In some cases students 
need to work during official holidays or weekends, supervisors can cater to that need 
through this function along with the director’s approval. 

4. “Reports” – This is where you can view, create, and manage reports pertaining to the 
student employees under your management. 
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5. “My Students” – Here you can see all the student employees under your supervision, 
where you can also approve or deny their application to work for you in whatever job 
posting they are interested in. 

6. “Showed Interest” – Here you can see students who are interested in the job posting you 
published. 

7. “Attendance” – Here you can see the work hours attended by the student and can 
approve or deny their work hours. 

8. “Approval Period” – This is the period of time where you can approve the working 
hours of all the student employees under your name. 

9. “My Information” – Here you can view the important information about your 
department, your cost center, and the budget allowed to you by your department. 

Steps on How to Use Each Function in the Student Employment Services 
Platform 

With regards to hiring students, there are two ways for you to do so, which is creating the job 
posting through the “Manage Job Postings” function, or the “Search & Hire Students” function. 

A. Manage Job Postings 
1. Click on “Manage Job Postings” (next page). 
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2. This the main dashboard for the “Manage Job Postings” Function. Here you can create 
and activate as many job postings as you might need at a given time. To create a job 
posting, click on “Add New Job Posting” at the top right of the dashboard. 

3. This is where you can create your job postings with the availability of many tools for 
flexible job creation. 

a. Start by selecting your job title first from among the list of jobs provided by the 
Student Employment Section. It will also automatically decide if it is a Grade 1 or 
Grade 2 Job. 

b. Select your Job Type, whether it is on campus, remote, or both. 
c. Select the campus where the job will be located. 
d. Select the Gender.  
e. Select the necessary skills that is required to do the job as expected by you. 
f. Click whether you want to activate it now as soon as you publish it or publish it 

later at the main job posting dashboard. 
g. Set the expiry date of this job posting by setting a date either by matching the 

approval date or your own expiry date. 
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h. Here is where you write the job description of the job posting you want to publish 
to students. Make sure that the job is well-described with the skills needed for the 
job along with other important remarks that the student should know before taking 
the job (See Figure 2b). 

Figure 3a – Job Posting Form 
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4. Once done, check the settings once more, then once satisfied, click on “Publish to Job 
Market”. Your job posting will now appear in the student’s Job Market function. 

Figure 3b – Job Posting Form 

Here is an example of a fully filled form for job market posting about Graphic Designer 
(See Figure 3a and 3b). 

 
 
 

 
 
 
 
 

 

 

 

Figure 4a - Sample Job Posting Form 
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Figure 4b – Sample Job Posting Form 

5. Do not forget to deactivate the job posting once the position of your job offering has been 
filled so that all others will be rejected automatically by simply clicking on the button 
marked with a red circle on the main job posting page. 
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B. Search and Hire Students 
1. Click on “Search & Hire Students” 

2. Here you can search for specific students that match with the required skillsets that you 
are seeking for your job posting. With the filter settings on the right, you can select either 
the student him/herself using the student's ID (1), the gender (2), the current semester (3), 
the free time you need for the student to be available in (4), and the set of skills you are 
looking for in a student (5). After clicking on “Search”, a list of students matching your 
description will appear on the right (6). 
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3. To continue from Step 2, after filtering your search with the given filters, you can see the 
list of students, their colleges, their GPA, and other credentials. Look through the list and 
choose your students. After having done so, click on “View Skills” (See Figure 4) if you 
want to know more about the student, otherwise click on “Hire Student” (See Figure 5) to 
hire the student to take on the job position. 

 

Figure 5 – This is what will appear when you click on “View Skills”. The student’s skillset can 
be seen here. 

 

 

 

 

 

 

Figure 6 – This is what will appear when you click on “Hire Student”. Select the job you want the 
student to take (1), then click on “Approve” (2). 
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4. After having clicked on “Hire Student”, selected what job position you want the student 
to work in and approved, it will remind you once more of your budget. If you are okay 
with the budget allowance and the student to work for you, click “Proceed with 
Approval”. The student is now hired and under your supervision. You can view this 
student in the “My Students” button at the home dashboard (See Figure 6). 

 

 

Figure 7 – The “My Students" Dashboard. This is where you will view the students that you 
hired and are under your supervision along with their details and work hours. 
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C. “Showed Interest” Function 
1. To view those students who are interested in the job offer you posted, click on “Showed 

Interest”. 

 

2. Here you can see a list of students who are interested in the job offer you posted and are 
waiting for you to hire them. To view their skills, click on “View Skills” (See Figure 4, 
p.8), otherwise click on “Hire Student” (See Figure 5, p.8) to hire the student. The student 
will receive an automatic email notification indicating that he/she is hired for the job. 
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After having completed the hiring process either by posting a job posting or searching for the 
students yourself, you now have a set of students under your supervision. To manage your 
students’ attendance and work hours, here are the following functions along with their steps on 
how to use them: 

D. Attendance 
1. Click on “Attendance” 

 

2. Here you will see the students under your supervision, along with their attendance year, 
application number, pending days, and their approval. To check and approve their 
attendances, select the student you want to check and click “Next” under the “Click Next 
to Approve” column. 
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3. Here you will see the time attendance of the student who he/she submitted when 
recording their work hours. This page will also show the student’s total work hours in the 
days of the month, your budget, and the student’s salary as well.  

a. If you do not agree with the student’s student work hours, feel free to reject the 
work hours, then the work hours will disappear from the student’s work hour list. 

b. If you agree with the student's work hours, choose the level of performance (1) 
that the student did, along with adding justification (2). Once done, click 
“Submit” (3), and your budget should be deducted the same amount of money to 
the student’s salary. 
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E. Vacation and Weekend Attendance Request to Director 
1. Click on “Vacation and Weekend Attendance Request to Director”. 

 

2. Here (next page) you can see both pending requests on the left, as well as adding a new 
request for students to work on official holidays or weekends. To add a new request: 
 

a. Select the month and year where the weekend/vacation day is in. 
b. Select the student who will work during those times. 
c. Select the application number, meaning the department the student works in 
d. Select the starting and ending dates. 
e. Select the approval type, whether it is a weekend or an official holiday. 
f. Provide justification as to why the student should work on those days. 
g. Once done, click “Submit Request” and it will appear on the Pending Requests 

tab on the left side of the dashboard. 
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3. Your request will remain pending until the director sees it and approves it. Once the 
director approves the request, only then will the student be allowed to work during the 
weekends or official holidays. 

 

 


