
Permanent Labor Certification 

Sample Outline for Competitive Recruitment Report 

Print on Letterhead  

(Tailor Accordingly) 

[Insert Date] 

ALC Certification Officer 
U.S. Department of Labor 
Employment and Training Administration  
Harris Tower 
233 Peachtree Street, Suite 410 
Atlanta, GA 30303 

Re:  Competitive Recruitment Report 

Employer:  University of Kentucky 

Employee:  [insert name] 

Dear Certification Officer: 

This statement, and the attachments hereto, are offered as support of University of Kentucky’s 
application for permanent labor certification related to the position of Assistant Professor held by 
_______________ in the Department of __________.  

Composition of the Search Committee 

 A Search Committee was established by _____________, Chair (Director), Department of 
_______________ on __________ for hiring an Assistant Professor to perform teaching and research in 
________________. Requirements for the position include [specifics taken from the national 
advertisement/job announcement].  Faculty committee members included Professors 
__________________. Professor _______________ chaired the committee. 

Solicitation of Applications 

 The position was advertised via various methods that ensured full coverage of the candidate 
market. The Department published the job announcement in the following national professional 
publication.  

 [Including title of the publication, edition number, and date of publication]  



NOTE:  If online/electronic job announcement please indicate the number of days it was posted online.  
Online announcements must be posted for a minimum of 30 days. 

In addition to the above, the position was posted on the listserv and/or websites of 
______________[if applicable]. Further, the Department Chair also solicited applicants for the position 
by sending letters to _____ department chairs and doctoral coordinators at Ph.D. granting institutions 
throughout the United States [if applicable]. And the job was posted and listed on the UK Employment 
website[if applicable]. The combination of the above advertisement provided extensive coverage for our 
search for applicants. Documentation of these recruitment efforts is attached to this letter. 

Competitive Selection Process 

1. There were ____ applicants who met the submission deadline of __________. The initial pool of 
applicants was reviewed by Professors _____________________ to identify candidates who 
would be a good fit for the position and who had appropriate academic credentials and strong 
letters of recommendation. This resulted in a set of _______ candidates who were subsequently 
interviewed at the ______________ conference, held in _____________ at ______________.  
Professors _______________ conducted all interviews at the conference. 

 

2. After the _______________ interviews, the list was reduced to _______ candidates who were 
brought to campus to interview for the position. Each candidate came to campus to interview 
with the faculty and college administrators, to make a presentation of her/his 
dissertation/research to the department’s faculty and doctoral students, and to tour the area. 

 

3. ________ of the top candidates withdrew their candidacy for the position because they had 
found other employment. ______ of the candidates were eliminated by the department’s 
faculty because they did not fit well with the Department’s (School’s) mission and/or did not 
interview well. 

 

4. The Department’s faculty voted unanimously in favor of offering the position to 
_______________. She/he accepted the position of Assistant Professor as shown in the 
attached letter of offer. The recruitment process was approved in accordance with the 
Affirmative Action Compliance at University of Kentucky, on _____________.   
________________ completed her/his doctoral dissertation on ___________________ and 
joined the faculty of the Department of _________________ in the College of 
_______________, University of Kentucky, on _________________. 
 

5. There were also no respondents to the Notice of Filing which was posted for 10 consecutive 
business days on the bulletin board of the in the College of ____________Lunch Room from 
(________ to ________).    

 
Evaluation of the Most Qualified Candidate 



After careful evaluation of all the applicants’ credentials, it became apparent that Dr. Superlative’s 
teaching and research expertise provided the best match in the area of ……  [Include a brief statement 
noting the reasons for selecting the candidate.] Therefore, the committee selected this candidate on 
_______________ [date of initial offer letter]. 

In our judgment, we have selected the most qualified applicant based on education, training, 
experience, and recommendations. 

    Statement of Teaching Responsibilities 

 (Brief statement noting assigned teaching responsibilities as carried out for this position) 

To the best of my knowledge and belief, the qualifications and achievements of __________ herein, and 
in her/his attached curriculum vitae, are true and correct. In extending this job offer to 
_______________, I certify that the requirements set forth in Federal regulations have been satisfied in 
the following ways: 

a. We have made every reasonable effort to locate qualified, willing and able United States citizens 
or permanent residents. We normally recruit at the prevailing wage and working conditions 
through advertisements and professional contacts. 

b. The wage offered is not based on commissions, bonuses, or other incentives and (is at) 
(exceeds) the prevailing wage as determined by the Kentucky Department of Labor and Industry.  

c. The job opportunity does not involve unlawful discrimination by race, creed, color, national 
origin, age, sex, religion, handicap, or citizenship. 

d. The job opportunity’s terms, conditions and occupational environment are not contrary to 
federal state, or local law. 

e. The job opportunity is not (a) vacant because the former occupant is on strike or locked out in 
the course of a labor dispute involving a work stoppage and is not (b) at issue in a labor dispute 
involving a work stoppage.  

f. The job opportunity has been and is clearly open to any qualified U.S. worker. 
g. The U.S. workers who applied for the job opportunity were rejected for lawful job-related 

reasons. 
h. The job opportunity is for full-time, permanent employment for University of Kentucky.  
i. The requirements for the job opportunity, as advertised, represent the actual minimum 

requirements, and we have not hired workers with less training or experience for jobs similar to 
that offered in this opportunity. 

j. The job opportunity described is without unduly restrictive job requirements; the described 
duties are normally required for this job classification. 

 

As evidence of the foregoing, we have enclosed the following with this letter: 

  [as applicable, tailor according to the situation] 

1. Copy of advertisement (“tear sheet”) from at least one national or electronic print journal. 
2. Attestation to Qualifications document 
3. Copy of the appointment or job offer letter to _____________ 



4. Original notice of filing posted in the place of employment for ten (10) consecutive business 
days. 

5. Curriculum vitae of _______________ 
 

Sincerely yours, 

 

(Name) 

Chair, Department (School) of ______________________ 
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