MEMORANDUM
TO:

The City of Urbana, Civil Service Commission

FROM:

Donica Martin, Director of the Champaign County Historical Archives

RE:

Report on Applications for Archives Librarian Position

DATE:
A. Summary
The Urbana Free Library considered 46 applicants using a rubric based on the minimum qualifications for the
position. Scores related to training and experience were added with Urbana preference points and multiplied
to create a final score. Then, veteran status points were added as appropriate. Using this scoring rubric
resulted in 11 applicants who scored 65 points or higher.
B. Background
The position was open for application from February 18, 2020 to September 16, 2020. The Urbana Free Library
received 46 applications from minimally qualified applicants. One applicant opted out of giving information
on the EEO form, so numerically the breakdown of the applicants who did give information is as follows:
Male: 16

Female:

30

Non-Minority: 42

Minority:

3

C. Application Screening
Information about applicant scoring can be found in Appendix A-D of this memo. Required qualifications
included an ALA-accredited MLS (and students graduating in the next six months) and experience or training
in archives and special collections, public service, knowledge of local history and genealogy resources, and
technology. Experience in Polaris ILS, digitized and born-digital formats, and bilingual skills were preferred.

Appendix A

ARCHIVES LIBRARIAN
JOB DESCRIPTION
Department:

Champaign County
Historical Archives

Benefits

Yes

Division:

N/A

Time:

Full-time (39 hours per week), including
evening and weekend hours

Job Type:

Civil Service

FLSA Status:

Non-Exempt

Reports To:

Director of the Champaign
County Historical Archives

Pay Grade:

36

JOB SUMMARY
The Archives Librarian functions as a member of a team that selects materials for the Archives
collection; processes and catalogs holdings (including archival materials, books, and serials); provides
reference service and computer assistance to patrons; participates in outreach and programming;
supervises graduate students and volunteers; provides excellent customer service; and carries out
other duties as assigned. Duties are performed under the supervision of the Director of the
Champaign County Historical Archives (CCHA).
ESSENTIAL FUNCTIONS













Ensures and provides quality customer service to patrons and staff in a timely manner and with a
positive, proactive, customer-focused attitude using standards and guidelines set by the Library
for the delivery of customer service. Promotes staff and patron understanding of the wide range
of Library programs and services.
Provides high-quality reference service; demonstrates competence in assisting patrons with
complex inquiries, requests, and projects requiring independent judgment and in-depth
knowledge of interpreting policies and procedures.
Assists in the management of digital content and various social media platforms.
Assists in developing and implementing new and existing services, programs, outreach events,
and partnerships.
Processes archival materials, books, serials, and other Library materials.
Manages budgets for specific collections and programs as assigned.
Participates in collection development tasks by assessing targeted areas of the CCHA’s collection,
systematically selecting materials, and discarding or replacing damaged or outdated materials.
Participates in collection and program promotion using all media.
Shares in training staff and training, supervising, and evaluating graduate students and
volunteers.
Shares in formulating departmental goals and objectives and participates in planning.

The Urbana Free Library
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Represents the Library in community and professional organizations, maintaining professional
skills by participating in workshops and conferences and networking with colleagues.

ADDITIONAL DUTIES








Performs cataloging as needed using current cataloging and classification practices.
Provides public assistance in using all resources of the Library.
Assists patrons using technology resources, including preparation of user guides for
o Internet resources;
o Genealogical resources;
o Special collection finding aids;
o Computers, scanners, and printers.
Keeps current in knowledge of archival and public library trends and resources.
Attends department and other meetings as scheduled.
Responsible for projects and other duties as assigned.

JOB REQUIREMENTS
Degrees, Licenses, Certifications, & Memberships



American Library Association-accredited Master of Library & Information Science degree or
equivalent.
Library and Information Science students who will graduate within the next six months
considered.

Education & Experience






Prior successful work experience.
Training or experience in a special collections or archives setting.
Training or experience in public services.
Prior experience with the Polaris ILS and Omeka desired.

Bilingual skills (especially Spanish, French, or Chinese) desired.

Knowledge of





Considerable working knowledge of computer network applications pertinent to library services
and emerging technologies, hardware, and software as adopted by the Library.
Substantial knowledge of special collections and archives standards, practices, issues, and trends
including reference techniques, collection development, cataloging, and classification.
Ability to quickly develop effective working knowledge of the Local History Online catalog.
Considerable knowledge of local history and genealogical resources.
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Familiarity with library automation systems preferred.
Understanding of issues related to both digitized and born-digital formats preferred.

Skills










Exceptional organizational, interpersonal, and decision-making skills.
Proven teamwork skills desired.
Excellent verbal and nonverbal communication skills.
Commitment to serving a diverse community.
Mastery of complex, detailed routines.
Competency in using computers, office applications, and library-related software.
Dependability, trustworthiness, and honesty.
Creative reference and instruction skills.
Exemplary customer service skills (patrons and staff).

Ability to












Establish and maintain effective and productive working relationships with co-workers and the
public.
Plan, organize, perform, assume responsibility for, and evaluate work assignments with initiative
and judgment, independently or with minimal supervision.
Quickly develop an effective working knowledge of the Library’s automation system, calendaring
system, and relevant staff-side resources.
Complete work with speed and accuracy and handle frequent, sudden task changes effectively.
Demonstrate a strong commitment to excellent public service; work with others in a consistently
approachable, cooperative, enthusiastic, and effective manner despite numerous competing
requests.
Prepare clear and concise correspondence, procedures, and written materials.
Interpret, apply, and explain all applicable laws, regulations, and policies.
Perceive unit as part of the Library as a whole.
Work a flexible schedule and additional hours beyond those regularly scheduled as necessary to
meet the Library’s needs.
Employ best practices for graduate student supervision, including work planning, assignment,
review, and evaluation, and the training of staff in work procedures.

CONTACTS: INTERNAL/EXTERNAL




Daily contact with staff and patrons.
Occasional contact with vendors.
Occasional contact with the media.
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SUPPLEMENTAL INFORMATION
Working Environment: The work environment characteristics described herein are representative of
those an employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
 The work will occur primarily at The Urbana Free Library.
 Works in close association with others.
 Work is subject to deadlines and frequent interruptions.
 Occasionally, staff perform outreach or work with potential donors at off-site locations.
 Typical work schedule could include any hours that the Library is open in addition to time
before and afterwards, with flexibility depending on the needs of the department.
Physical Requirements: The physical demands described herein are representative of those that must
be met by an employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
Physical Strength and Agility: Physical strength and agility sufficient to lift and maneuver up to 30
pounds. Ability to climb ladders, reach with hands and arms, crouch, or crawl. While performing
duties of this job, the employee is frequently required to walk, sit, talk, and hear. The employee is
required to use hands to touch, handle, feel, or operate objects, tools, or controls.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer
screens and printed documents; visually inspect work in progress; and the ability to adjust focus to
both print and electronic text.
Hearing: Hear in the normal audio range with or without correction.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if
the work is similar, related, or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and requirements of
the job change.
The Urbana Free Library is an Equal Opportunity Employer.

Last updated – January 24, 2020
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Appendix B

Application
Deadline:

Maximum consideration will be given to applications received by 11:59 PM CST,
March 10, 2020.

Salary Range:

$51,700 – $67,210, dependent on experience.

Benefits:

Annual paid leave starts at 160 hours of vacation, 24 hours of personal leave, 9.5 paid holidays, and up to 96
hours of sick leave.
Employee health insurance premium paid by the Library.
Retirement package through the Illinois Municipal Retirement Fund.
Dental, vision, life, and disability insurance paid by the employee, if desired.

Minimum
Requirements:

MLS from an ALA-accredited information or library school. Current students who will graduate within the
next 6 months are welcome to apply.
Prior successful work experience.
Training or experience in a special collections or archives setting.
Training or experience in public services.
Prior experience with Polaris ILS and Omeka desired.
Bilingual skills (especially Spanish, French, or Chinese) desired.

Job Summary:

The Archives Librarian functions as a member of a team that selects materials for the Archives
collection; processes and catalogs holdings (including archival materials, books, and serials);
provides reference service and computer assistance to patrons; participates in outreach and
programming; supervises graduate students and volunteers; provides excellent customer service;
and carries out other duties as assigned. Duties are performed under the supervision of the
Director of the Champaign County Historical Archives (CCHA).

Evaluation
of applicants:

Applicants will not be considered without ALL of the following credentials:
1. Cover letter
2. A completed application
3. ResumeA
4. Unofficial library school transcript
5. Answers to the following questions in approximately 200 words (per question).
A. Describe your training and experience in a special collections or archives setting.
B. Tell us about an initiative you participated in or managed that improved service to patrons with a
variety of research needs.
C. What do you see as the roles of the public library in the community?
Initial screening is based on examination of submitted credentials.
Continuing applicants will be interviewed by phone or videoconferencing.
Finalists will proceed to interviews with staff at the Library. Second round finalists will be required to provide
official transcripts.

Questions to:

Donica Martin, Director of the Champaign County Historical Archives, dmartin@urbanafree.org or
217-367-4025

Apply online at: [URL]
The Urbana Free Library is an Equal Opportunity Employer.

Appendix C

Requirement
Applicant 1
Applicant 2

Local
Archives history and
Public Library
standards, genealogy
Service tech
issues, and knowledge
Training knowledge trends
[2 points]

Digitized
and born
digital [2
points]

Polaris
ILS [yes Bilingual Urbana
Veteran
= 1; no [yes = 1; preference
[5
= 0]
no = 0] [5 points] Multiply points] Total

Required [3 points]

3 Very good to excellent match; not lacking in any significant quality and meets or exceeds job requirements
2 Average candidate; some experience or training
1 Poor match with job requirements; Little experience or training
0 No experience or training mentioned

Preferred [2 points]

2 Exceeds expectations
1 Some experience or training
0 No experience or training
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Disparate Impact analysis: a program by hr-software.net to analyze employment decisions for a variety of EEO standards using several …

Disparate Impact Analysis
(an On-Line Internet based application)

Instructions: Please fill out the information into the form below. Once you have entered your data below, you may select the
types of analysis to be conducted by checking the appropriate boxes. Then press the compute button at the bottom of the form to
view the results.
Select the type of employment decision: Selection
Enter a title for your report:

Sex

Race

Age

Disability

Number of Male
16
Applicants
16
Selected

Number of Non-Minority
42
Applicants
42
Selected

Number of Younger
Applicants
Selected

Number of Non-Disabled
Applicants
Selected

Number of Female
30
Applicants
30
Selected

Number of Minority
3
Applicants
3
Selected

Number of Older
Applicants
Selected

Number of Disabled
Applicants
Selected

Select the Statistical Tests you wish to execute by checking or
unchecking the boxes on the left. Then press the 'Compute' button below.

-Adverse Impact
-Chi-Square
-Standard Deviation
-Confidence Intervals
Probability Distribution
Display:

Description of Statistic

Compute
Interpretation of Results

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Adverse-Impact Report
Adverse Impact and the "four-fifths rule." - A selection rate for any race, sex, or ethnic group which is less than four-fifths
(4/5ths) (or eighty percent) of the rate for the group with the highest rate will generally be regarded by the Federal
enforcement agencies as evidence of adverse impact. Uniform Guidelines on Employee Selection Procedures
Rate of Female Applicants
Selected

Rate of Male Applicants
Selected

Adverse Impact Ratio for
Female

Adverse Impact Ratio for
Male

(30/30) = 1

(16/16) = 1

(1/1)=1

(1/1)=1

Adverse impact as defined by the 4/5ths rule was not found in the above data.
Rate of Minority
Applicants Selected

Rate of NonMinority
Applicants Selected

Adverse Impact Ratio for
Minority

Adverse Impact Ratio for
NonMinority

(3/3) = 1

(42/42) = 1

(1/1)=1

(1/1)=1

Adverse impact as defined by the 4/5ths rule was not found in the above data.

Chi-Square Report
Observed
Expected
Male
Female

16
16
30
30
46

Selected

0
0
0
0
0

Not Selected

Row Totals
16
30

Column Total
46
Chi-Square = NaN
The value of the statistic is less than 3.841. This indicates that there is a 95 percent chance that these results have
been obtained absent any form of bias. Therefore, you may conclude that these results fall within normal random
variations and are not the result of bias.
Observed
Expected
NonMinority
Minority

42
42
3
3
45

Selected

0
0
0
0
0

Not Selected

Row Totals
42
3

Column Total
45
Chi-Square = NaN
The value of the statistic is less than 3.841. This indicates that there is a 95 percent chance that these results have
been obtained absent any form of bias. Therefore, you may conclude that these results fall within normal random
variations and are not the result of bias.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Standard-Deviation Report
The difference between the proportion of the protected class Selected and the proportion of all Applicants Selected has a
normal distribution with a mean and standard deviation. The statistic is shown below:
(r / n) - p
-----------------------------sqrt(p * (1-p) / n) * sqrt(1-q)

Analysis of proportion of Female Selectedwhere:
r = number of Female Selected.
n = number of Selected (Female and Male).
p = proportion of Applicants that are Female.
q = proportion of Applicants Selected.

Male
Female
Column
Total

Selected
16
30

Not Selected Row Totals
0
16
0
30

46

0

46

r = 30
n = 46
p = 30 / 46 = 0.652
q = (30 + 16) / (30 + 16) = 1
Standard Deviation Statistic = NaN
These results show that the proportion of Female Selected is NaN standard deviations below the proportion of
Applicants Selected.A result of less than 2 standard deviations is generally considered non-significant.
Analysis of proportion of Minority Selectedwhere:
r = number of Minority Selected.
n = number of Selected (Minority and NonMinority).
p = proportion of Applicants that are Minority.
q = proportion of Applicants Selected.

Selected
NonMinority 42
Minority
3
Column
45
Total

Not
Selected
0
0

42
3

0

45

Row Totals

r=3
n = 45
p = 3 / 45 = 0.067
q = (3 + 42) / (3 + 42) = 1
Standard Deviation Statistic = NaN
These results show that the proportion of Minority Selected is NaN standard deviations below the proportion of
Applicants Selected.A result of less than 2 standard deviations is generally considered non-significant.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Confidence Interval Report
The proportion of the protected class Selected has an expected value that would fall within a specified confidence interval.
The statistic is shown below:
Observed value = (r / n)
Expected value = p
-----------------------------Standard Deviation = sqrt(p * (1-p) / n) * sqrt(1-q)
Confidence Interval:
Lower Bound = p - 1.96 * Std Dev
Upper Bound = p + 1.96 * Std Dev
Analysis of proportion of Female Applicants Selectedwhere:
r = number of Female Selected.
n = number of Applicants Selected.
p = proportion of Female among those Selected.
q = proportion of Applicants Selected.
r = 30
n = 46
p = (30/(30+16))=0.652
q = ((30 + 16)/(30 + 16))=1
(r/n)=30/46=0.6522
The lower bound of the confidence interval is: 0.652-(1.96*0)=0.6522
The upper bound of the confidence interval is: 0.652+(1.96*0)=0.6522
Confidence Interval = 0.6522 to 0.6522
These results show that the proportion of Applicants Selected who were Female (r/n=0.6522) is not contained in
the confidence interval. Therefore a finding of disparate impact is supported by this data.
Analysis of proportion of Minority Applicants Selectedwhere:
r = number of Minority Selected.
n = number of Applicants Selected.
p = proportion of Minority among those Selected.
q = proportion of Applicants Selected.
r=3
n = 45
p = (3/(3+42))=0.067
q = ((3 + 42)/(3 + 42))=1
(r/n)=3/45=0.0667
The lower bound of the confidence interval is: 0.067-(1.96*0)=0.0667
The upper bound of the confidence interval is: 0.067+(1.96*0)=0.0667
Confidence Interval = 0.0667 to 0.0667
These results show that the proportion of Applicants Selected who were Minority (r/n=0.0667) is not contained in
the confidence interval. Therefore a finding of disparate impact is supported by this data.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Probability Distribution Report
Number
Rate of Female
Female Number Male
Applicants
Selected
Selected
Selected
Selected->30
16
(30/30)

Rate of Male
Applicants
Selected
(16/16)

Adverse
Adverse
Impact Ratio Impact against
of Female
Female ?
Probability
1
NO
1

Cumulative
Probability
1

Given that 46 were Selected from a pool of 16 Male and 30 Female it was possible to have Selected from 30 to 30 females.
Adverse Impact would be found if you Selected 0 or fewer Female.
The probability of Adverse Impact occurring even if the employment decisions were random (i.e. unbiased) is 0 (the sum of
the probabilities of having Selected 0 or fewer Female).
Since the probability of Adverse Impact occurring even if the selection was random (i.e. unbiased) is less than 10%, an
observed Adverse Impact may be significant since there is a low probability that Adverse Impact would have occurred by
chance.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Probability Distribution of the variable: Number of Female Selected.

30
Number of
female
Applicants
Selected
The probability distribution of having Selected from 30 to 30 females is displayed above. The graph above is shown starting
with 30 since the probabilities below this point are near zero. As can be seen, the most likely event (highest probability) to
have occurred by chance (or decisions not affected by any form of bias) is to have Selected 30 female Applicants. This
represents the mean of the probability distribution. Approximately half of the probability distribution is above this point and
approximately half is below this point. The total area contained in the probability distribution is equal to 1. Thus,
probabilities for each number of female Applicants Selected are a fraction of the total probability distribution. The larger
areas of the distribution represent higher probabilities of occurance. Adding the individual probabilities up to a certain point
enable you to compute the probability of having Selected that many or fewer females Applicants. Adding the individual
probabilities from a certain point and higher enable you to compute the probability of having Selected that many or more
females Applicants.
The characteristics of the probability distribution--its mean and standard deviation--are a function of the number of female
and male Applicants and the number of Applicants to be Selected. Though it is possible to have Selected from 30 to 30
female Applicants, the individual probabilities of having Selected each number of female Applicants can be computed and
accumulated. As noted before, these individual probabilities are a function of the number of female and male Applicants and
the number of Applicants to be Selected.
Using the distribution above, a 90 percent confidence interval on the variable 'Number of Female Selected' would have a
lower bound of 30 and an upper bound of 30.
The significance of having Selected 30 or fewer Female is graphically displayed below.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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30
Number of
female
Applicants
Selected
As noted earlier, Adverse Impact, according to the 4/5ths rule, would be found if you Selected 0 or fewer female Applicants.
You have Selected 30 female Applicants. The probability of having Selected 30 or fewer Female is equal to the cumulative
probability for having Selected 30 Female Applicants. The cumulative probability of having Selected 30 female Applicants
is 1 and is graphically displayed, in red, above.
Since the probability is greater than 10%, we are unable to reject the hypothesis that the decisions occurred due to chance.
Therefore, we must conclude that it is entirely possible that having Selected 30 or fewer female Applicants is an event that
occurred due to chance and not from discriminatory actions by the employer.

Probability Distribution Report
Number
Minority
Selected
Selected->3

Number
NonMinority
Selected
42

Rate of
Minority
Applicants
Selected
(3/3)

Rate of
NonMinority
Applicants
Selected
(42/42)

Adverse
Adverse
Impact Ratio Impact against
of Minority Minority ? Probability
1
NO
1

Cumulative
Probability
1

Given that 45 were Selected from a pool of 42 NonMinority and 3 Minority it was possible to have Selected from 3 to 3
minorities.
Adverse Impact would be found if you Selected 0 or fewer Minority.
The probability of Adverse Impact occurring even if the employment decisions were random (i.e. unbiased) is 0 (the sum of
the probabilities of having Selected 0 or fewer Minority).
Since the probability of Adverse Impact occurring even if the selection was random (i.e. unbiased) is less than 10%, an
observed Adverse Impact may be significant since there is a low probability that Adverse Impact would have occurred by
chance.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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Probability Distribution of the variable: Number of Minority Selected.

3
Number of
minority
Applicants
Selected
The probability distribution of having Selected from 3 to 3 minorities is displayed above. The graph above is shown starting
with 3 since the probabilities below this point are near zero. As can be seen, the most likely event (highest probability) to
have occurred by chance (or decisions not affected by any form of bias) is to have Selected 3 minority Applicants. This
represents the mean of the probability distribution. Approximately half of the probability distribution is above this point and
approximately half is below this point. The total area contained in the probability distribution is equal to 1. Thus,
probabilities for each number of minority Applicants Selected are a fraction of the total probability distribution. The larger
areas of the distribution represent higher probabilities of occurance. Adding the individual probabilities up to a certain point
enable you to compute the probability of having Selected that many or fewer minorities Applicants. Adding the individual
probabilities from a certain point and higher enable you to compute the probability of having Selected that many or more
minorities Applicants.
The characteristics of the probability distribution--its mean and standard deviation--are a function of the number of minority
and non-minority Applicants and the number of Applicants to be Selected. Though it is possible to have Selected from 3 to 3
minority Applicants, the individual probabilities of having Selected each number of minority Applicants can be computed
and accumulated. As noted before, these individual probabilities are a function of the number of minority and non-minority
Applicants and the number of Applicants to be Selected.
Using the distribution above, a 90 percent confidence interval on the variable 'Number of Minority Selected' would have a
lower bound of 3 and an upper bound of 3.
The significance of having Selected 3 or fewer Minority is graphically displayed below.

https://hr-software.net/EmploymentStatistics/DisparateImpact.htm
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3
Number of
minority
Applicants
Selected
As noted earlier, Adverse Impact, according to the 4/5ths rule, would be found if you Selected 0 or fewer minority
Applicants.
You have Selected 3 minority Applicants. The probability of having Selected 3 or fewer Minority is equal to the cumulative
probability for having Selected 3 Minority Applicants. The cumulative probability of having Selected 3 minority Applicants
is 1 and is graphically displayed, in red, above.
Since the probability is greater than 10%, we are unable to reject the hypothesis that the decisions occurred due to chance.
Therefore, we must conclude that it is entirely possible that having Selected 3 or fewer minority Applicants is an event that
occurred due to chance and not from discriminatory actions by the employer.

Copyright © 2018, HR-Software.net
All Rights Reserved.

Send questions or comments to webmaster@hr-guide.com. Thank you.
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