
   
 

   
 

                                  

 

To Request an Experience 
 

Prerequisites: 

1. Get approval from a faculty member to receive credit for the internship 

2. Get Information off the Pre-worksheet from your Faculty Supervisor (you will need this to put in 

the agreement) 

Then: 

1. Log onto your handshake account and see the instructions below: 

https://providence.handshake.com/login  

 

2. Click on Career Center in the upper-right corner of your screen. 

 

 

 

 

3. Click on Experiences from the Career Center page. 

https://providence.handshake.com/login


   
 

   
 

 

 

 

 

4. Click on Request an Experience, located toward the upper-right, under your account icon. 

 

 

 

 

5. Choose the relevant Experience Type and Term. Reach out to the Career Center if you are unsure 

of which experience type to choose.  

Note: Choosing the correct experience allows the Career Center to send the appropriate evaluation 

forms to your internship supervisor and your faculty  supervisor.  

 

 

 

 



   
 

   
 

6. Enter the employer details for your Experience. 

Note: Employer Phone Number and Employer Email Address should be for the company, not for 

your individual supervisor. 

 

 

 

 

 

 

7. Enter the job details for your Experience. 

 



   
 

   
 

 

8. Enter the Approvers for your Experience (Your faculty supervisor on campus & your 

internship/job supervisor). 

Make sure that you are entering the correct contact information.  

 

 

 

 

 

 

 

 

 

9. Answer the custom questions set by your school. 

Note: Questions should be completed using the Pre-Worksheet with your faculty supervisor prior 

and Internship Site Supervisor to requesting an experience on handshake. You can get the packet on 

handshake under the Career Center Resources or stop by Slavin 108 to grab a packet.  

 



   
 

   
 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 

   
 

 

 

 

 

10. Select Request Experience in the bottom right corner of the page to complete the Experience 

request process. You will then see that your Experience has been successfully created and is 

pending approval from your Career Center. 

 

 

You will also receive a confirmation email once your Experience has been submitted. 
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