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[Dept. Address] Bldg.
Memphis, Tennessee 38152-3370

Office:   	901.678.[Dept. Ext.]
memphis.edu

March 29, 2024

To Whom it may Concern:

This letter is submitted in support of the H-1B petition that the University of Memphis (“UofM”) is filing for Dr. [Faculty Member’s Name]. The University of Memphis seeks to employ Dr. [Faculty Member’s Name] as an H-1B worker in the specialty occupation position of [Assistant Professor] within UofM’s [School or College Name], Department of [Department Name]. This letter details the duties Dr. [Faculty Member’s Name] will perform and confirms the specialty occupation nature of these duties. Additionally, this letter confirms Dr. [Faculty Member’s Name] qualifications for this position.
 
I. Offered Position

As background, Assistant Professor positions at UofM are university-level, tenure-track positions that require a Ph.D. in a relevant field. In certain circumstances, UofM will accept candidates who have a master’s degree in a relevant field and who have made significant progress towards a Ph.D. program, but who are awaiting their dissertation defense (also known as “ABD,” or all-but-dissertation). 

Assistant Professors at UofM, including the offered position, have three primary responsibilities: 1) teaching undergraduate and graduate courses; 2) advising graduate and undergraduate students; and 3) conducting research in the relevant area of expertise. Below is a list of the duties of the Assistant Professor position, along with percentages and more detailed duties. These duties confirm that this position falls within the occupation of Communications Teachers, Postsecondary.

· Teach undergraduate and graduate courses at The University of Memphis Department of [Department Name] (50%). 

· The Assistant Professor position primarily teaches undergraduate and graduate courses. In the Department of [Department Name], these classes may include the following:

· [Insert Bullet Point for each class taught or expected to teach. Include Course Number, Course Title/Subject, and Brief description of course, example follows]

· COMM 2100 - Communication Inquiry: This course covers the history and development of the discipline of communication. This course emphasizes rhetoric, social science, and media, and theories and models of communication.

· Other teaching related duties include the following:
· Plan each course, including, materials, content and instructional methods, such as multimedia presentations, etc.
· Prepare course materials, including assignments, handouts, and syllabi.
· Lecture to undergraduate and graduate students during classes and facilitate classroom discussions related to communications topics.
· Grade the work of students, including papers, assignments, and examinations, and monitor and maintain student records.

· Advise graduate and undergraduate students (20%)

· As a professor, Dr. [Faculty Member’s Name] will advise students on various issues, including selection of curricula, areas of interest, and career opportunities.

· She will maintain office hours to facilitate discussions with students. 

· Conduct research related to the area of expertise (30%)

· Our professors are required to conduct research in their area of expertise both to advance the academic field and to positively impact our society at large. To that end, Dr. [Faculty Member’s Name] will conduct research [insert summary of research areas], among other areas. Dr. [Faculty Member’s Name] will conduct research in [field or discipline] to address important issues and problems, engage various communities and stakeholders both within and outside of academia, and will explore ways of [impact of research]. 

· In completing Dr. [Faculty Member’s Name]’s research, Dr. [Faculty Member’s Name] may collaborate with colleagues to further areas of interest.

The above duties provide ample evidence that the Assistant Professor position is a professional-level post-secondary teaching position in the field of [insert field/discipline]. The duties associated with this position, including teaching undergraduate and graduate courses, advising students, and conducting research in the field, require an advanced degree in [insert field/discipline] or a closely related field. 

II. Dr. [Faculty Member’s Name]’s Qualifications

Dr. [Faculty Member’s Name]  is clearly qualified for the position based on [Faculty Member’s Name] education, research, and experience in the field. In [Insert Month and Year Degree Awarded], Dr. [Faculty Member’s Name]  earned a [Ph.D.] in [Field/Discipline] from [Name of School Awarding Degree] in the United States. [If not in the United States, delete and insert the correct country, followed by this statement “This degree is the equivalent of a U.S. earned [Ph.D.] in [Field/Discipline].” Dr. [Faculty Member’s Name] also has [insert other lower degrees if relevant to the position]. Prior to joining UofM, Dr. [Faculty Member’s Name] [insert summary of relevant work experience, ex. Teaching classes, conducting research, etc.]. Dr. [Faculty Member’s Name] has also published research and presented on a number of [Field/Discipline] topics.  

UofM selected Dr. [Faculty Member’s Name] in [Month and Year of offer letter] (starting in [Month and Year of start date]) based on Dr. [Faculty Member’s Name] education and experience to provide an integral part of our departmental curriculum. Specifically, Dr. [Faculty Member’s Name]’s specialty area is [list specialty area], and we depend on Dr. [Faculty Member’s Name] to teach courses in that area and to work with graduate students who might be interested in working in that area. Therefore, we respectfully request that USCIS approve this petition.

Thank you for your consideration of this petition. I am happy to answer any additional questions that might emerge.

Sincerely,

[Department Chair’s Signature]

[Department Chair’s Name], PhD
Department Chair and [Title] 
[Department Chair’s Email]

An Equal Opportunity . Affirmative Action University
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