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How To Apply for a Role at Marketplace Chaplains 
 
 

 

Purpose: 
This document will provide you with general information on how to apply for a 
role at Marketplace Chaplains through our Careers’ Site. 
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1. Go to https://mychap.com  (this will redirect you to our Career site) 
 
a) If you already have an account, please click the “Sign In” button to login to 

your account and proceed with the job application process. 
b) If you have previously applied for a position with us and want to use your 

last application information, please sign in with your existing account and 
proceed with the job application process (see page 8 for reference). 

c) If you do not have an account, click the “Sign In” button at the top-right 
corner of your web browser screen, and then click the “Create Account” 
link in the Sign In page (see screenshot in the following page). 
 

 
 

  

https://mychap.com/
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2. Example screenshot of the “Sign In” page and the “Create Account” link. 
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3. Type your email address in the corresponding text box and create a password 
for your account.  Pay close attention to the password requirements. 
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4. Once you have created your account you can access the “Search for Jobs” 
section. 
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5. In this example, we will apply for job JR346 in Huntingdon, Pennsylvania by 
clicking on the job’s name link. 
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6. Once you have reviewed the job position summary on the right section of the 
screen, click the “Apply” button to start the job application process. 
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7. You can apply in one of three ways:  
a) by uploading a well-formatted resume and let the system fill-in the 

information you will review in the next steps,  
b) by manually entering the information on-screen, or  
c) by using the information from a previous application (if you have previously 

applied for a position with us). 
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8. Because in this example we are utilizing a well-formatted resume in Microsoft 
Word format, we will simply drag-drop the document file in the specified 
screen-area.  Note: a resume file is not required - remember, you can also 
provide the information in each screen manually if you selected to “Apply 
Manually”. 
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9. The following screenshot shows a successful upload of the well-formatted 
resume.   
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10. Even though the information was imported from the resume automatically in 
this example, we must review the data for accuracy before submitting the 
application.  Please note that required fields are marked with an asterisk as in 
the screenshots for the information review below (Note: not all fields are 
displayed in the two screenshots). 
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11. After reviewing the information click “Save and Continue”. 
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12. Next, review your Work Experience section for accuracy (Note: not all fields 
are displayed in the two screenshots). 
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13. After reviewing the information click “Save and Continue”. 
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14. Next, please review and provide any Voluntary Disclosures information. 
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15. Review the Terms and Conditions section and check the box by the text that 
reads “I willingly accept the Terms & Conditions for submitting an application 
with Marketplace Chaplains.*” before clicking the “Save and Continue” 
button. 
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16. Next, you will get to the “Review” section where you’ll get to check that the 
information is accurate before submitting the application. 
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17. Once you have checked the information for accuracy, click the “Submit” 
button. 
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18. You will be presented with an application submission status message. Pay 
close attention to the next-steps instructions.  Click the “X” in the top-right 
corner of the status message box to continue. 
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19. Please provide your answers to the questionnaire in the next screen (you will 
need to scroll down to fill in your answers in all the questions.  Please note 
that answers to all questions are required.  When you are done, click the “OK” 
button. 
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20. You will be presented with a status message. Click the “X” in the top-right 
corner of the status message box to continue. 
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21. The following two screens show you how to get to your “Candidate Home” 
section when you login to your account and where you can see notifications 
for your tasks. 
Tasks require an action on your part as you work through the process with 
your recruiter. 
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