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AmeriCorps*VISTA Assignment Description (VAD)
	VISTA Project: Volunteer Iowa AmeriCorps VISTA Service Corps

	Site: Iowa Commission on Volunteer Service
	  Position Title:  AmeriCorps VISTA Leader

	Reports to: AmeriCorps VISTA Project Coordinator
	Effort: Full Time, with potential for evening or weekend service


	AmeriCorps VISTA Member Position Overview

	Goal (from VISTA Project Plan): The ICVS VISTA Leader will help develop the sense of teamwork and spirit de corps among our VISTA members.  The Leader will build recognition of the ICVS VISTA Project among members and potential host sites.  The assistance of the VISTA Leader will make the ICVS VISTA project function as an integral part of the overall ICVS efforts to promote volunteerism and national service in Iowa.


	Principal Duties & Responsibilities (Essential Functions)

	Activity 1: The leader will maintain regular ongoing communication with members
Step 1: Compose and send regular email updates to members and site supervisors.
Step 2: Maintain regular communication with members to build rapport, via phone, email, conference calls, webinars, etc.
Step 3: Accompany project coordinator on site visits, conduct additional visits to understand VISTA member experiences.
	Activity 1 Dates: 

ongoing

	Activity 1 Requirements: Requires the ability to professionally communicate with members and site supervisors.  Must be able to learn phone and computer programs/systems used for communication.  Must be able to travel to member service sites across Iowa, including long days beyond a regular 8 hours, and maintain attentiveness and professionalism.  Must be able to clearly communicate verbally and in writing.  Requires an ability to actively participate and pay attention in meetings/calls that may last up to two or three hours with little or no break.  Should be able to adjust communication style to various member/site supervisor personalities and preferences.  Must be able to deal with confidential member information and communicate issues to supervisor using discretion and judgment.

	Activity 2: Help with recruitment by establishing a connection with possible sources of applicants and with potential host sites
Step 1:  Respond to requests for information from interested participants and/or host sites.
Step 2:  Assist with development of new partnerships by identifying and meeting with potential host sites.
Step 3: Attending recruitment events and developing recruitment materials for potential members.
Step 4: Assist with interviews and paperwork for incoming members.
	Activity 2 Dates: 

ongoing

	Activity 2 Requirements: Must be able to communicate with recruits in person, on the phone, and in writing.  Must be adaptable to sharing program information with new people, in unfamiliar settings.  Must have organizational skills to keep track of requirements and needed paperwork/steps in a complicated, multi-stage member recruitment process.  Must be able to respond quickly to changes in requirements and deadlines; requires a flexibility to adjust to shifting expectations.  Requires an ability to travel within the state of Iowa and to lift and carry materials to set up for recruitment events.



	Activity 3: Assist the project coordinator with managing the data submitted by current members
Step 1:  Use previous VISTA experience to advise project coordinator and evaluate current data collection tools.
Step 2:  Review monthly reports submitted by VISTA members for completeness and accuracy; respond to them for follow-up, as needed.
Step 3:  Compile data received from VISTA members into a summary report each month.
	Activity 3 Dates: 

Steps 1 and 2 in beginning, Step 3 ongoing

	Activity 3 Requirements: Must be able to use Word, Excel, and/or similar programs used to receive and compile member reports.  Must be able to understand general expectations for member performance and apply them when analyzing submitted data, both qualitative and quantitative.  Requires attention to detail and the ability to accurately compute averages, sums, and other basic formulas using submitted data.  Should be able to effectively track receipt, review, and compilation of reports from 15 members on a monthly basis, and submit data to supervisor in time to meet overall project deadlines.  Needs to be able to be self-directed to stay on task with repetitive computer work.


	Activity 4: Organize Volunteer Iowa AmeriCorps VISTA teambuilding, training, networking, and service activities and materials.
Step 1: Collaborate with supervisor to schedule, plan, and present new member orientation to the ICVS AmeriCorps VISTA project.
Step 2:  Assist supervisor with reviewing and updating the Host Site Handbook, Member Welcome Packet, Member Exit Packet, and other program reference materials.
Step 3:  Develop in-person and/or web-based trainings for members on ICVS project requirements, member development topics, or other areas of need and interest to provide throughout the service year.
Step 4: Coordinate service activity/project for MLK Day of Service, in which team members can take part.
Step 5: Coordinate outreach/service activity for AmeriCorps Week
Step 6: Communicate with other Iowa AmeriCorps VISTA Leaders and projects to support cross-program training and networking opportunities.
	Activity 4 Dates: 

ongoing

	Activity 4 Requirements: Must be able to conduct public speaking in front of member team.  Must be able to apply learning from previous term of service to develop relevant trainings for new members.  Requires an ability to be self-directed, making new contacts for service projects and networking events.  Must be able to read and write with attention to spelling, grammar, and detail.  Should be able to participate in activities involving either sustained attention or frequent interruption.  


	Activity  5: The leader will have the opportunity to help with agency-wide initiatives and to identify an individual area of interest in the volunteer service field
Step 1: Become familiar with the ICVS role in promoting and developing service and volunteerism.

Step 2: Assist with ICVS marketing and media campaigns.

Step 3: Assist with ICVS major promotional and educational events.
Step 4: Other individual interests, as developed over the year of service.
Step 5: Other ICVS projects, as assigned over the year of service. 
	Activity 5 Dates: 

Step 1 in beginning, Steps 2-5 ongoing 



	Activity 5 Requirements: Requires initiative and self-direction, to familiarize with ICVS work and communicate interests to supervisor.  Must be willing to engage with other staff and to represent the ICVS as a whole.  Must be able to maintain professional demeanor in large group and one-on-one settings.  Requires flexibility and willingness to learn new skills and assist with new tasks.  Must be able to represent a state agency in a competent and responsible manner.


	Qualifications and Skills

	Required: High school degree or equivalent.  Prior successful completion of a one-year term of service with AmeriCorps VISTA.  Ability to use Microsoft Office software and other programs, including Word, Excel, PowerPoint, and Outlook.

	Preferred: Bachelor’s degree or equivalent work experience.  Additional AmeriCorps service experience is a plus.  Experience with webinar systems, online survey systems, social media, and other online communication and networking tools.
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