SAMPLE / Template of a Work Certificate / Verification of Employment
The following is provided as a sample for MBA applicants, if helpful for their current/prior employer.  Your letter need not be in this exact format but must include (1) your job/title/role, (2) the dates of your employment (or month/year until present), (3) your basic duties/responsibilities, and (4) a signature from the contact, or company seal/stamp that shows its authenticity
_______
On company stationery / letterhead (or with company stamp or seal)

Work Certificate (or Verification of Employment)
Date
To Whom it May Concern:
This letter serves to verify that (full name) is (was) employed in our organization from (date range in month/year or month/year until present), in the role of (job title) with the following essential duties/responsibilities:
· Function/role/task 1
· Function/role/task 2,
· Etc.
(Additional comments are welcome, such as any job/title change, aspects of the individual’s work or character as in a recommendation letter, etc., but a subjective assessment of the individual’s work is not required).
Sincerely,
Signature of contact *
Name of Contact at the Company/Organization
Title/role (HR, Manager or Supervisor, etc.)
Contact (work email and/or phone)

* If not a signature, then a company seal or stamp could authenticate the letter – or, the letter can be sent directly to graduateadmission@constructor.university from the contact’s company email address with the applicant’s name and application number.
