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QFLOAT PROGRAM 
 
 

Request for Services Form 
 
Date of Request:       Department: 
 
Requestor Name:      Title:  
 
Description of need: (detail duties to be performed) 
 
 
 
 
 
 
 
 
Reason for need: 
 
 
 
 
 
 
 
 
Work Schedule:      
 
Work Assignment location:   
 
Start date:       End date: 
 
 
Requestor signature:         Date: 
 
Dean signature:        Date: 
 
Provost/VP signature:        Date: 
 
 
**Return the completed form to QFloat Program Coordinator, Kiely Hall Room 163. 
 
 
 



Frequently Asked Questions – QFloat Program 
 
What type of positions does the QFloat Program fill? 
 
QFloat focuses on filling administrative/clerical positions such as administrative and 
department secretaries and receptionists. 
 
Is there a skills screening process for QFloat candidates? 
 
Yes! The program coordinator prescreens all candidates before hiring them for the 
program. Part of the application process will include interview, and testing on MS Word, 
MS Excel, and typing. 
 
 
What kind of training do QFloaters get? 
 
The Office of Human Resources is in the process of establishing, and developing a 
curriculum that all QFloaters will have to undergo before being assigned to a Department.  
This program will include assessment and training in Lotus Notes, Word, Excel, Staples 
Account, Procurement Process, PAF system, B&G work order system, blackboard, 
SIMS/QUASAR, Degree works, etc.  We hope to have many of these components in place by 
the end of the summer. 
 
Those hired for the QFloat Program will all have above average typing skills and 
experience in Microsoft Word, Excel and Powerpoint.  The ideal candidate for the QFloat 
program will possess good customer service skills and the ability to adapt quickly to 
multiply assignments in varying departments. 
 
How soon may I expect a response from my request for a QFloater? 
 
You will be contacted by the QFloat Program coordinator within one business day of 
receipt of the request. 
 
How quickly can a QFloater start working? 
 
If a QFloater is available and/or not engaged in a long term assignment, the request will be 
filled as soon as 48 hours from the receipt of the request 
 
 
What if the dates on the Request Form change and the assignment needs to end sooner than 
expected? 
 
As soon as you become aware of the situation contact the QFloat Program coordinator 
who will then make arrangements to adjust the terms of the initial request and place the 
QFloater elsewhere. 
 
What if the dates on the Request Form change and the assignment needs to be extended? 
 
In this situation contact the QFloat Program coordinator who will then review the current 
QFloater pool availability.  Your request may not be able to be honored fully, it may be able 
to be honored in part or it may be honored with a different QFloater. 
 
What if a QFloater’s performance is not acceptable? 
 
You should contact the QFloat Program coordinator to discuss the QFloater’s 
weaknesses and strengths.  The coordinator will address the issue immediately, supply 
feedback and convey expectations to the QFloater. 
 
What if I need a replacement Floater?  
 
If a QFloater is not the best fit for your department or if their performance has not 
improved with training and time, you should contact the QFloat Program coordinator.  The 
QFloat Program coordinator is responsible for communicating information to the 
QFloater. 
 
How may I help ensure my needs are met for future requests? 
 
Advanced forecasting is key to ensuring that future needs are met.  As soon as you know 
that you might need a QFloater, immediately complete the request form and contact the 
QFloat Program coordinator. 
 
 
Are QFloaters evaluated? 
 
Yes.  At the end of each assignment the QFloat Program coordinator will contact you to 
complete an evaluation form.  This form will help the program coordinator continue to 
improve the skill sets of the QFloater. 
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