
Step 5 –Adding Your Work Experience

Click the blue “Add Experience” button to enter your work 

experience information.
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Step 5 – Adding Your Work Experience

Fill in the required fields (1), 

then either click the blue 

“Send Employment 

Verification Request” button 

(A), or the orange “Verify by 

Upload” button (b).
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Step 5 – Adding Your Work Experience

If you selected “Send 

Employment Verification 

Request” you will see a 

confirmation screen. Click the 

orange “OK” button to send the 

verification request
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Step 5 – Adding Your Work Experience

If you selected “Verify by 

Upload”, please verify the 

information (1), then click the 

blue “Upload” button (2) to 

attach the file, then click the 

blue “Submit” button (3) to 

attach it to your application.
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Step 5 – Adding Your Work Experience

If you have more than one employment verification letter, or need 

additional employment verification, please click the “Add Employment 

Verification” button and repeat the steps. 

Once you have finished entering your chaplaincy work experience, you 

can continue to the next section.
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