[image: image1.png]


UNIVERSITY OF CALIFORNIA, BERKELEY

	BERKELEY ( DAVIS ( IRVINE ( LOS ANGELES ( MERCED ( RIVERSIDE ( SAN DIEGO ( SAN FRANCISCO
	
	SANTA BARBARA ( SANTA CRUZ





Template letter for Non-Academic Positions
TO:    United States Citizenship and Immigration Services 

Re:    Request for H-1B status for Ms. Jane Smith
                                                                                                                                        DATE (within 30 days of submission)
Dear Service Center Officer:

On behalf of the University of California at Berkeley, this is to request to employ Ms. Jane Smith in H-1B non-immigrant status.  

The Department of Information Services & Technology – Enterprise Data would like to employ Ms. Jane Smith as a Data Systems Analyst (do not include step or level information for position here), at 100% time with an annual salary of $100,000 plus full benefits, from July 1, 2019 to June 30, 2022. Ms. Jane Smith will be supervised by NAME, and TITLE. The duties of this position include the following: 

(Include 5-10 bullet points/short paragraphs for job duties indicating the percentage of time devoted to each duty)
· Perform complex data modelling, performance and integration testing and builds screens for a variety of internal and external constituents. Designs complex web-based user interfaces, following W3C standards and usability guidelines. (30% time)
· Create, modify and maintain Business Intelligence application development/configuration and support in OBIEE version 11 – including upgrades, patches, administration, and WebLogic console, and Tableau Server management. (20% time)
· Apply advanced IT architecture concepts to function as the technical expert within one or more specialty areas including data warehouse/database architecture/data analytics, design and development of a client/server systems and infrastructure, systems architecture for new or existing complex computer systems, software service delivery infrastructures, software development methodology. (20% time)
· Build and deploy effective monitoring, alerting and self-healing solutions for JupyterHub and the infrastructure it runs on. Design and build the cutting edge, large-scale reliable infrastructure using standards based, cloud agnostic technologies for hosting JupyterHub. (15% time)
· Initiate, design and use complex relational databases. Develop highly complex solution designs, perform complex performance and integration testing. Develop and execute moderately complex test plans. (10% time)

· Trains central users in conversion and implementation of system. (5% time)
This is a specialty occupation requiring at least a Bachelor’s degree in Computer Science, Engineering or related, (use minimum education requirement for the position, matching the “H-1B Actual Wage Information” form) and theoretical and practical application of a body of highly specialized knowledge in the area of Computer Science. 

Ms. Smith is qualified for this position.  She obtained a Bachelor’s degree in Computer Science from the University of California, Berkeley. She has also had many years of professional experience that is particularly relevant to the work she will be conducting at UC Berkeley.
In compliance with the Immigration Act of 1990, we understand and agree that, if this employment is terminated before the expiration of the authorized period in H-1B status, the Department will pay the reasonable costs of transportation of the employee back to his/her home country.

Sincerely, 

SUPERVISOR NAME and TITLE
DEPARTMENT NAME
University of California Berkeley
INSTRUCTIONS
The job verification letter must be written in University letterhead and signed by the supervisor who is requesting the H-1B for the foreign employee.  The employment information and job requirements must match the “H-1B Actual Wage Information” form and all other documents submitted to Berkeley International Office. The letter is to be uploaded in ISD with the H-1B request. The example letter above can be used as a template.  Please edit the areas highlighted in yellow.

 The letter must include:  
(1) Employee name

(2) Department name

(3) Percentage time or full time

(4) Salary and Benefits
(5) Dates of employment (start and end dates, and no more than three years) 

(6) Job duties (specialized, including 5-10 bullet points) 

(7) Minimum qualifications (degrees, etc.) required for the position, and 
(8) Qualifications (degree, etc.) the candidate has that meet the qualifications required by the position.   
(9) Supervisor name and position

