
Planning Your Professional 
Development 

To join the audio portion, please dial: 
888-469-0698 Passcode: 3789274. This 

session will begin shortly.
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Presentation Notes
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Hello and thank you for joining us today for Plan Your Professional Development.

Before we get started, I want to review a few things about the webinar classroom so you can get the most out of the session. 
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Tips For Participating

• Submit questions to the presenter at 
any time using the Q & A feature. 

• Share tips, resources, and ideas with 
other attendees using the Chat feature. 

• The phone line will be open later in the 
presentation for Questions and 
Answers.
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We invite you to participate in this session in several ways:

If you have questions for our presenter, you can submit them at any time by using the Q&A feature in the bottom right of your screen.  Questions that don’t get covered during the presentation will be queued up for the question-and-answer portion of the session. Similar questions will be combined, so listen closely in case your question is answered with another one.  Likewise, if you have technical issues, let us know through the Q&A feature.  

We will use the Chat feature for a few activities during the session.  You’ll be able to share your ideas, experiences, tips, and resources with other attendees. Please keep your conversations in the chat focused on the topic of this presentation. You may send a chat message privately to the Host & Presenters, but your message to attendees will be visible to everyone, so keep that in mind as you compose your message. 
 
We will offer closed captioning throughout this presentation.

Just below the slides is the “Files” dock, where you can download materials related to this session. You may want to download the Individual Development Plan now, or find it in your PSO workbook.

This session is being recorded and will be available on the Webinars for VISTAs page of the Campus, along with all the other sessions we’ve presented. 



Planning Your Professional 
Development 

!

Welcome to
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Welcome to “Planning Your Professional Development.” This session shows you how to make the most of your year of service so that while you are building capacity in the community, you are also building your own capacity. The VISTA program offers a lot of resources to support your professional development, but the best way to make it happen is to start with a plan. 

In this session, we’ll help you craft a professional development plan and point you to resources to make it happen. �
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I’m your host, Molly Pelzer, from the VISTA Training Unit. Assisting me today are Rebecca Starr and Suzanne Knizner, our partners at Campaign Consultation. You’ll see us in the chat and the Q&A to assist you during today’s session and to help get your questions answered. 
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Today’s Agenda

• Your Tools for Success
• The Individual Development Plan
• Your VAD
• The VISTA Campus

• Four Steps to Action
• VISTA Campus Exploration
• Questions
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Here’s our agenda for today. We’ll start with an introduction to three key tools that will guide your year of service and professional development journey. We’ll then share four steps you can begin now to plan and reach your professional development goals. We’ll close the session with a brief walkthrough of three important VISTA Campus features.  Then, we’ll open up the lines for your questions. 

Throughout today’s presentation, we’ll have opportunities for you to share your thoughts and explore the VISTA Campus. So let’s dive right in!
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Share Your Thoughts: Challenge
What is one challenge you are going to 
address during your service?
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To get us started, we’d like to hear from you. Your first few weeks of service have contained a flood of information. Since you’ve begun getting settled into your organization, your community, and your VISTA position, tell us – what is one challenge or goal that you are going to address during your service? Use the Chat box to share your response.

You may have joined VISTA to become involved in anti-poverty causes, or to learn about nonprofit management. Perhaps you saw an opportunity to become a better public speaker, or to help a specific community that is meaningful to you. Share your thoughts now.

[Review of responses in the chat box]
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Your VISTA Year
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Remember: your year of service is not just a year of community development, but also of personal and professional development. During PSO, you learned some of the basics of understanding your VAD, creating an Individual Development Plan, and navigating the VISTA Campus to find helpful resources. Now comes the fun part - it’s time to take your initial thoughts and turn them into action. 
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Your VAD
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First, let’s revisit one of your most important tools. Your responsibilities as a VISTA are outlined in the VISTA Assignment Description or VAD.  At PSO, you reviewed your VAD, and began to think about what it’ll take to accomplish it. 

You and your supervisor will likely come up with additional activities to support the achievement of your objectives and to capitalize on your unique strengths, so your VAD may be refined somewhat in the coming weeks.
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Poll:
What’s in your VAD?
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At the bottom of your screen, you’ll find a poll that has just opened. Share what responsibilities are in your VAD now.

At PSO, you also had an opportunity to begin identifying the knowledge and skills you’ll need to be effective in your VISTA role. Whether your VAD includes fundraising, volunteer recruitment, community engagement or event management, it’s likely there are things in there that you haven’t done before.  So, you’ll need to learn how to do these things. And to learn them, you’ll need a plan.  

[Review poll results]
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Individual Development Plan
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At PSO, you also began capturing your knowledge goals and skills on your Individual Development Plan.  If you have your plan handy, take a look at it now. If you don’t have the one you started at PSO, we provided a blank one in the Files box below.

Think of your Individual Development Plan as your bridge between your VAD and the accomplishment of your goals. You may know where you want to end up, but are unsure of how to get there. Your Individual Development Plan allows you to plot your path with concrete action steps for building your skills.
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Activity:
Fill in the first box of 
your Individual 
Development Plan.
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To help you get started today, fill in the first box of the first column with one of your VAD knowledge goals. It could be “fundraising,” “volunteer engagement” or even “effective time management.” 

Take a minute to do this now, if you have not done so already.
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The VISTA Campus
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So now that you have identified a knowledge goal, let’s get set up for the remainder of today’s webinar. The VISTA Campus may be a familiar sight to you from PSO. This is your knowledge and community hub for all things VISTA. 

In addition to providing you with resources to be successful in your VISTA duties, the Campus allows you to connect with others working in your program area, living around the same location, or facing similar questions and knowledge goals. 

At the end of this presentation, we’ll provide a link to the VISTA Campus for you to add to your website bookmarks.
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Four Steps to Action
A guide to maximizing 

your VISTA service
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So now that you have identified all three tools for success – your VAD responsibilities, your first learning goal, and access to the VISTA Campus - you are ready for professional development action. 

These Four Steps for Action were developed after listening to other VISTAs share tips about what helped them be successful during their service. 
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Step 1: Get Settled

• Get to know the VISTA Member 
Handbook

• Contact the VISTA Member 
Support Unit for benefit-
related questions

• Connect with your State Office 
for support
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You’ve only been a VISTA for a few weeks; you’re becoming accustomed to new surroundings, a new workplace, and a new income level. Give yourself time to settle in and recognize that you have questions.  

Remember – you don’t need to know it all, but you should know where to go to find answers. Review the VISTA Member Handbook to answer any policy-based questions. You can always contact the VISTA Member Support Unit with questions about your living allowance, benefits, or the education award. Also, contact your state office for support regarding emergencies, supervisor issues, or VISTA policy.
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Get Settled into Life as a VISTA

• Learn and share on the VISTA 
Campus forums 

• Watch a Life as a VISTA webinar
• Living on the Living 

Allowance
• Understanding Your 

Healthcare
• Using Your Education Award
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Keep in mind that you have access to the entire VISTA community. Many of your fellow VISTAs are facing similar questions and challenges. 

Check out the insight VISTAs have left on the VISTA forums such as recipes, tips on reducing common household costs, and more. You can also ask a question or offer your own advice. 

VISTA also offers webinars on navigating your year of service, regularly covering topics such as Living on the Living Allowance, Using Your Education Award, and Understanding Your Healthcare. You can find recordings of all of these webinars or sign up to attend a live event on the Webinars for VISTA page. 
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Get Settled in Your Organization

• Have regular meetings with 
your supervisor

• Review organizational 
documents

• Explore what’s been done 
before

• Get to know your coworkers
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VISTA is here to support you. It’s just as important to feel comfortable in your organization, where you’ll be spending most of your time as a VISTA. First, contact your supervisor to schedule a regular check-in meeting. Having regular meetings with your supervisor is essential to the success of your VISTA goals. This allows you to align your work with organization priorities and soak up as much knowledge as possible. 

Next, take some time to explore what has been done before. Dive into some documents that lay the foundation for your organization, including their strategic plan, mission, and vision. If there have been VISTAs at your site before, review their past accomplishments. This information could be found in their past quarterly reports. 

Finally, take some time to get to know your coworkers. Meet with people in various departments to learn about their roles and how you can work together. One VISTA who was starting a waste reduction program at a college had lunch with the head of housekeeping. This individual turned out to be an incredibly useful ally; her staff was on the front lines of waste management, and they were able to intervene directly to ensure that compostable waste was separated to create compost. These contacts are also likely to have personal connections in the community that would help you advance your service goals. 
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Step 2: Turn Your VAD into Action

• Create a plan of action for the 
year 

• Develop goals and objectives 
with your supervisor

• Keep your VAD in an accessible 
place

• Develop a system to ensure the 
continuity and sustainability of 
your work

Presenter
Presentation Notes
[MOLLY]

Once you’ve started making connections and identifying areas of growth, it’s time to turn your VAD into action. 

Having a well-structured plan helps you jump into your work and plan accordingly. While you are working in the community, you may forget to record all the incredible work you are doing. 

So how does one begin to create this plan? First, meet with your supervisor to review your VAD and develop measurable goals. Having your regularly scheduled check-ins will help ensure these goals are being reached and allows you to discuss any questions or roadblocks.  Make sure to keep your VAD somewhere accessible in your office; refer back to it periodically to track your progress. 

Remember – the actions you set in motion should be seen far beyond your year of service. Strategize with your supervisor to determine ways that you can document your achievements and build upon your organization’s foundation to ensure your work continues. 
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The AmeriCorps VISTA Impact App

The AmeriCorps 
VISTA Impact App
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Create a plan to track your achievements now. VISTA just unveiled the VISTA Impact App, which is a tool that allows you to track your activities using your smart phone or computer. Keeping a log of your activities and successes will not only help you when reports are due, but will also give you an incredible record of your achievements to reference after you finish your service term.  

The Impact App is now available on the VISTA Campus. We’ll show you how to access it during our brief Campus walk-through at the end of this presentation.
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Step 3: Take Time to Learn

• Search “The Work” section on 
the VISTA Campus for 
resources

• Attend a VISTA webinar or 
VISTA Blend course

• Take a VISTA Campus tutorial
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So you’ve begun identifying action steps and have been making connections in your community. It’s time to determine ways to improve those skillsets identified in your VAD. You may not have created an asset map or a communication plan for fundraising. It’s okay – there are many resources that can help you get started.

One of your most accessible resources is the VISTA Campus. Use “The Work” section to find self-paced tutorials covering a variety of specific skills. VISTA also regularly hosts webinars covering topics such as recruiting volunteers, holding effective meetings, and building community networks. While the topics change regularly, VISTA stores recordings of these learning sessions on the Webinars for VISTAs page on the Campus.

VISTA also offers online courses called The VISTA Blend. These courses can be completed for college credit. Be sure to consult your supervisor and plan your workload accordingly before taking advantage of these learning opportunities.
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Learn Using Additional Resources

• Obtain a library card
• Research free educational 

opportunities online
• Check your organization’s 

professional affiliations
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While the VISTA Campus is always a good place to begin accomplishing your knowledge goals, remember that there are many other free and reputable resources available to help you get started. Many local libraries have access to online databases and grant writing resources – all you need is a library card! 

You can also carefully turn to the Internet for free resources. Sites like Coursera and Khan Academy provide free online courses from Ivy League institutions. Check with your supervisor to see if they have any professional affiliations – if they are not attending any free online trainings through their memberships, you may be able to make the case for attending!
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Share Your Thoughts: Resources
What are some free educational resources 
you’ve used?
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Has anyone found a free course or resource that was especially helpful? Share your experience now in the chat box. 

[Review of responses in the chat box]
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Step 4: Get Connected

• Complete your VISTA Campus 
user profile

• Add your pin to the VISTA Map
• Contribute to the Campus 

forums
• Attend or arrange a VISTA 

MeetUp
• Get in touch with local alumni
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This takes us to our final step in the VISTA Top Four – get connected! You’re a part of the VISTA family. You may not have others VISTAs at your site, but you can always connect through the VISTA Campus.  Fill out your project area and interests in your Campus user profile. You can also add your pin to the Campus map. Interact with other VISTAs on the VISTA forums by posting a question or suggestion. 

If there are other VISTAs in your area, arrange a MeetUp to come together face to face and share what you are all doing and learning. You can find VISTAs in your area along with alumni and leaders by using the VISTA map. Think about reaching out to alumni; they often know the area and are happy to help current VISTAs. 
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Get Connected: Show Your VISTA Pride

• Develop your minute message
• Add the VISTA logo to your 

business cards and signature 
• Decorate your space with 

VISTA gear
• Share your VISTA photos and 

stories on social media
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As a VISTA “family member” don’t be afraid to show your VISTA pride! You never know where you may make a connection with someone else who knows about the program. Make sure to identify yourself as a VISTA by putting the logo on your business card, in your email signature, or on your organization’s website, social media platforms, brochures, or other communications. In the web links below you can find places to get VISTA publications and gear to use to decorate your office and represent VISTA in the field.  

If you don’t have your minute message - a short speech about your organization and your role as a VISTA - begin crafting one. Make sure to rehearse it often so that it comes easily to you and you can explain quickly what you do. There are plenty of resources on the VISTA Campus that can teach you about creating these messages. 

Also, when you are out and about don’t forget to take pictures and share them through your social media outlets. You never know when VISTA may share or retweet your photo or service story!

And be sure to redeem your VISTA Gear voucher before it expires! 
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Get Connected to Your Community

• Look for needs assessments, 
articles, and social media 
channels about your 
community 

• Meet with community leaders 
and schedule site visits

• Participate in festivals, 
neighborhood meetings, and 
other community events 
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Once you’re clear on what you’re setting out to accomplish, get to know your community. This may feel a bit daunting, leaving you unsure of where to start. There are so many assets, people, places, and issues impacting your community.  

Start by doing some preliminary research. Often times, other organizations have already done research on your community, such as needs assessments or studies. Search local newspapers for articles that might give you a pulse on what is moving and shaking in your locale. Research websites, blogs, or social media channels that are producing reliable local content.

In a community, face-to-face interaction is vital for establishing trust. Attend social events such as community festivals, networking events, neighborhood meetings, open houses, or fundraisers. Just being seen in the community and being supportive of other events in the community makes people want to be more invested in your work. Begin scheduling site meetings and site visits with community leaders that you’ve met at these events. Cast a wide net at first and take the time in the beginning of your service, when you are getting your feet wet, to discover new learning partners and connections. 
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Four Steps to Action Recap

• Step 1: Get Settled
• Step 2: Turn Your VAD Into 

Action
• Step 3: Take Time to Learn
• Step 4: Get Connected
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To recap, here are your four steps to maximize your effectiveness. First, make sure to get settled in your life as a VISTA. Get to know the program, your site, and your community. Turn your VAD into action by developing your learning goals and holding yourself accountable for reaching them. Take time to learn about the resources available to you, both inside and outside of the VISTA Campus. Finally, get connected with other VISTAs, alumni, and others who may want to know more about the program. 
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Explore:
• Visit the VISTA Campus Benefits Center
• Add a resource to your Learning Plan
• Make a connection using the Learning 

Connections feature and the VISTA Map

Presenter
Presentation Notes
[MOLLY]

You heard about three features on the VISTA Campus that will help you stay connected and informed: The VISTA Campus Benefits Hub, your Learning Plan, and your Learning Connections. Rebecca is going to switch over to the VISTA Campus now to show you how to access these features, as well as any others that you mentioned during this presentation.


[BECCA - SCREENSHARE]

Benefits Hub
Access the Benefits Hub by scrolling over the Life as a VISTA section in the navigation and clicking on “Benefits.” 
This page provides information on all of your benefits, your living allowance, and where to go if you have questions.

Impact App
The VISTA Impact App is accessible through the “Life as a VISTA” menu.

Learning Plan
Access your Learning Plan from your homepage or from the menu underneath your name in the top right corner of the page.
The “Suggested Learning” column shows resources that have been shared with you by others. Content that is recommended by your supervisor will appear here. “Favorite Content” includes resources that you’ve searched for and decide that you want to review them again. You will not have to go through the process of searching for them. 

To add something to your Learning Plan, type your search query into the box in the top right corner of the page. 
Narrow your search by using the filters on the left side of the page. 
Add a resource to your own learning plan by clicking the “Add to my learning plan” button.

Learning Connections
Access your Learning Connections using the tab in your user profile. 
Use the search boxes on the left side of the page to search for a connection by name or project focus area.
Once you find them, click the plus sign next to their picture to make a connection.
Monitor your connections using the tabs at the top of the page.
Once you make a connection, you can send private messages.

VISTA Map
Search for others by location using the VISTA Map. 
Use the filters to narrow down your search by focus area or VISTA role.
You can initiate a Learning Connection directly from the VISTA Map.
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Share Your Thoughts: 
What next step can you take today to 
continue your professional development 
journey?
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We covered a lot of information today. Taking into account your Four Steps for Action, what is one next step you can take today after this webinar ends? You may want to bookmark the Member Handbook on your Learning Plan, schedule coffee with a coworker, or search for the next date for a community association meeting. 

What are your ideas? Share them in the chat now.

[CHAT]
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Your Next Steps

• Complete your Individual 
Development Plan

• Connect with your supervisor to 
discuss your goals

• Select one VISTA Campus resource 
for your Learning Plan

• Make contact with one VISTA 
Campus user through your Learning 
Connections feature
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Here are immediate next steps you can take today. First, take time to complete your Individual Development Plan. Use this webinar and the VISTA Campus to start identifying some goals. If you don’t have a regular meeting scheduled with your supervisor, reach out to them and schedule one. Identify one resource – an On Demand webinar, a self-paced course, or a helpful video – to add to your Learning Plan for review. Finally, reach out to another Campus user through the Learning Connections feature on the VISTA Campus. 
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How to Ask Questions

• To ask a question electronically, use the 
Q&A feature located in the bottom right 
corner.

• To ask a question verbally, call in using 
the number on this slide and press *1. 

Presenter
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Now it’s time for your questions. You can ask a question using the Q&A section of Adobe Connect located in the bottom right corner of your screen. 

And now I’ll ask our operator to let us know how to ask a question by phone.  

[Review of questions in the Q&A box and over the phone]
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Evaluation 

Please take a few moments to share your feedback. How can 
we improve these sessions? What topics should we include in 
future webinars? 

Thank you very much for your time and participation!
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You should now see an evaluation on the left side of your screen.  Please take the time to answer the questions in the poll.  We like to be able to improve these webinars and your input helps us. 

And while you’re completing the evaluation, I’d like to let you know about our next webinar. 
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Thank You for Your Participation! 

If you have further questions or for more information, contact us: 
VISTAwebinars@cns.gov

Next Webinar:
Helping SNAP Households Gain Self-Sufficiency 

Through Employment and Training
September 10, 2014

2:00 PM ET

Visit the Webinars for VISTAs page on the VISTA Campus for a complete 
schedule of VISTA webinars.
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We have other webinars for your professional development.  On September 10th, we will be offering a webinar covering SNAP Employment and Training programs. Check the Webinars for VISTAs page on the VISTA Campus for upcoming learning opportunities.  We hope to see you again.
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