Recommendation template academic positions

Nomination of candidates to a permanent/temporary post as …. at …… , ref.no. …
The post was advertized on the webpages of the University of Oslo (UiO) and of the Norwegian Labour and Welfare Administration (NAV) with XX as the deadline for applications. 
Alternatively: The post was advertised as a result of …
A total of X applicants applied for the post. A more detailed description of the applicants’ education and work experience can be found on the attached list of applicants. 
The composition of the nomination committee: (Both sexes should be represented on the committee if there are applicants of both sexes. Normally three ordinary academic employees in full-time or additional positions at the department/section are appointed as members of the committee but other employees in recruitment positions can also be designated.)

(Head of section/project manager/deputy)
(other subject specialist)
(other subject specialist) 
Alternatively: NN was appointed as an additional member with special competence (in order to evaluate the XX area).
The following work tasks were specified in the advertisement:
Cut and paste information from the text of the advertisement about work tasks, qualification requirements and, if relevant, personal attributes. 
Selection of applicants:
The applicants were assessed in relation to the criteria in the text of the advertisement. 
The reasons for the selection of the candidates to be interviewed and why the remaining candidates were not invited to attend an interview. 
We recommend that a joint description is given of several candidates in order to clearly show who is qualified and who is not. 
Proposed joint descriptions:
Variant 1 (should be used): Applicants Hansen, Jensen etc. do not fulfil the requirements for X, lack competence in X, lack relevant work experience from the X area/discipline. 

Applicants Hansen, Jensen etc. are assessed as being of interest but lack x, but are not among the top-ranked candidates because of x/on the basis of an overall assessment,
Variant 1b for PhD research fellow positions: Applicants Hansen, Jensen etc. do not satisfy the requirements regarding academic or professional background/do not have the level of grades that satisfy admission to the PhD programme/have not documented their academic or professional qualifications in a satisfactory manner etc. 
Variant 2 (simplified): In view of the post’s overall requirements regarding qualifications, the following applicants have not been included in the further recruitment process: Hansen, Jensen etc.
On the basis of the qualification requirements for the post and the applications received, the following candidates have been invited to attend an interview:
Alternatively for research fellow positions (…): The following candidates have been deemed to be qualified and have been more closely assessed for the post. (In the following text, exclude the points that do not apply.)
Name of the applicant
Short paragraph describing candidates of interest with factual information from their CV. 

Short paragraph with an account of what has emerged during the interview and from checking references. 
End each description by writing whether (following a total assessment of formal competence and prior education and work experience, impressions from the interview as well as from the references checked) you consider the candidate to be qualified for the post or not, and whether the candidate has been included in the shortlist, e.g. NN has been assessed as being not qualified/well qualified/very well qualified for the post.

It is not necessary to shortlist all qualified candidates; normally the three best-qualified candidates are shortlisted, and those who may not be suitable for employment should not be shortlisted. 
Assessment and reasoning for the respective ranking of the shortlisted candidates
Use the following wording: very well qualified, well qualified and qualified to describe the ranked candidates, giving reasons. 
Recommendation of the nomination committee:
(As a main rule, three candidates are shortlisted. If it is clear that one candidate is by far the best, you can recommend only him/her with the following comment: If X declines the offer of the post, the committee requests that the case be resubmitted for new processing with the aim of closer assessment/ranking of the other qualified candidates.)
for the post of XX at XX.
The recommendation is unanimous.

Date: 
-------------------------------
---------------------------------
--------------------------------
Project manager

 other subject specialist
other subject specialist
NB: Only the three ordinary members of the nomination committee are to sign the recommendation. 
