ARLIS/NA

ART LIBRARIES SOCIETY of NORTH AMERICA

Best Practices in Art Information
Job Recruitment

Prepared by the
ARLIS/NA Advocacy and Public Policy Committee

September 2020



Best Practices in Art Information Job Recruitment

Introduction

The ability of the art information profession to thrive relies on the diversity and well-being of its
workers, which begins with recruitment through job postings. It has been widely established that
transparency regarding wages and salary ranges in job postings is essential for equitable hiring
practices and mitigating wage gaps.

Recent advocacy by other organizations for transpatency in job postings has prompted ARLIS/NA
to examine cutrent practices. The following recommendations summarized by the ARLIS/NA
Advocacy and Public Policy Committee (APPC) reflect current thinking around equitable hiring
practices and aim to inform and improve the practices of art information organizations in creating
job postings that foster diversity, transparency, equal pay, and access to the profession. These
recommendations build upon the National Council on Public History’s “Best Practices in Public

History: Job Postings.” APPC shares these recommendations understanding that unique institutional

contexts may affect the extent to which they are applicable and feasible for any given employer.

Research has shown that when employers follow these best practices, candidates are better equipped
to determine whether positions are appropriate to their needs and interests, to understand the hiring

organization’s values, and to negotiate appropriate compensation should they be offered the job.

Recommendations

® Employers should include a salary, salary range, or clear links to institutional ranges on their
job postings, as well as a list of any benefits. To determine a salary or range, employers
should consult field-wide salary surveys as available and local living wage recommendations
to determine appropriate ranges for their positions.
® Job postings should clearly state:
o employment terms (i.e. full-time, part-time, permanent, contract, limited-term, or a
combination);
O expected duration including anticipated start and end dates if the position is contract,
temporary, or limited-term;
O expected hours per week;
O anticipated schedule;
O union eligibility (if any).
® Job postings (and interview processes) should not ask prospective candidates for salary
histories or salary requirements prior to an offer and subsequent negotiation.
® Employers should state the relevant minimum number of years of work experience required
for the open position and whether graduate education is an acceptable substitute.


https://ncph.org/wp-content/uploads/2019/03/Best-Practices-for-Job-Postings.pdf
https://ncph.org/wp-content/uploads/2019/03/Best-Practices-for-Job-Postings.pdf

® When possible, employers should explicitly convey a willingness to consider experience with
transferable skills in order to open positions to a more diverse candidate pool.

® Job postings should use gender-inclusive language including gender-neutral pronouns and
writing that does not perpetuate gender stereotypes or biases.

e Employers should include the name/title of the person responsible for filling the job
opening and state if a search committee or human resources officer will review the
application materials.

® Job postings should list a contact person for questions about the posting (who may or may
not be the same as the person responsible for filling the position) or state in clear terms if
the employer does not wish to be contacted (i.e. “do not contact”).

® If requesting reference letters and/or official transcripts from candidates, employers should
only do so for candidates who have passed the initial screening (i.e. during the final round of
interviews or after a provisional offer).

e Employers should provide information about the interview process, accessibility, and the
format in which interviews will take place (i.e. phone, video platform, group interview in
person, etc.) either in the posting itself or in the initial contact to candidates selected for an
interview. For the purposes of accessibility, employers should provide instructions on how
candidates can request accommodations if needed.

® Job postings should include a timeline for how long job postings will be active (generally at
least six weeks), when applications will be reviewed, and a prospective start date for the new
employee whenever possible. If applicable, include “start date negotiable within certain
parameters.”

e Employers should seek outlets for job ads that reach a broad array of candidates, affinity
groups, and related branches of the profession in order to encourage greater diversity in the
applicant pool.

e Communication throughout the hiring process should be prompt and courteous, including
notifying candidates when their applications are no longer being considered.

Additional Considerations

These recommendations are put forth recognizing that job postings and the recruitment process are
only the first step in shaping the experiences of art information workers. Workers” experiences must
also be supported by a considered approach to employee evaluations, retention, ongoing
professional development, and work with interns, students, and volunteers. The ARLIS/NA
Advocacy and Public Policy Committee will continue to monitor, research, and share resources
regarding best practices related to art information work and workers in order to fulfill ARLIS/NA’s
directive to “advance, validate, sustain, and advocate for the profession and the value of art
libraries.” Additionally, the APPC will continue to include news and articles- related to these issues
in the “Workplace” section of its News Alerts.


https://www.arlisna.org/about/strategic-directions
https://www.arlisna.org/about/strategic-directions
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