
AmeriCorps*VISTA Assignment Description (VAD)

Project C.A.R.E – Volunteers of America Western Washington
	VISTA Project: 

Project C.A.R.E.

Connect, Affirm, Respect, Empower
	VISTA Leader: 

TBD

	Site Name: 

Volunteers of America Western Washington
	Assignment Area:  

Snohomish County
	Date:

November 2nd, 2010


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Goal 1:
Provide support services to individual VISTAs within Project CARE, the designated *VISTA Manager at Volunteers of America, and the supervisors at each host site.
	

	Activity 1: The VISTA leader will act as a communication liaison between the sponsoring agency, the host sites and the VISTA members.  
Step 1:  Arrange 2 site-visits per year per site.
Step 2:  Meet with VISTAs once a month to discuss progress in Work Plan. 

Step 3:  Manage online Google Program to keep VISTAs connected and informed of local training opportunities, as well as post up-to-date Progress Report Templates, time sheet templates, and other pertinent paperwork. .
	

	Activity 1 Comments/Summary of Accomplishments:


	Activity 1 Completed (date): _________

	Activity 2: The VISTA Leader will play a support role with recruitment, screening, interviewing and welcoming VISTA members, assisting members with paperwork for CNCS.  

Step 1:  Keep CNCS Recruitment website updated with fresh and exciting information on current positions available (10 or more applicants per opportunity per month interested during recruitment period). 

Step 2:  Recruit online and at recruitment fairs
Step 3:  Conduct initial screenings; assist in phone interviews.  Work in partnership with VISTA Manager and site supervisors.  (5 applicants per opportunity interviewed during recruitment period).
Step 4:  VISTA Leader will select VISTA members, in partnership with VISTA Manager and site supervisors and complete all necessary paperwork.  With the end goal of eleven sites filled or VISTAs signed up to attend upcoming PSO.
	

	Activity 2 Comments/Summary of Accomplishments:


	Activity 2 Completed (date): _________

	Activity 3: The VISTA Leader will co-coordinate informative and fun monthly VISTA team meetings based on the annual Training Curriculum Schedule, identifying training opportunities for VISTA members and site supervisors.  VISTA Leader will also identify direct service project opportunities for VISTAs.
Step 1: VISTA will identify trainers or training opportunities to meet the pre-outlined training needs of VISTA members. Schedule on VISTA Calendar and distribute to team via in-person and Google Aps. 
Step 2:  Coordinate and schedule 4 service projects and calendared. 

Step 3:  Work in partnership with other VISTA & AmeriCorps programs in surrounding area for potential free trainings and to create a network of VISTA support. 
	

	Activity 3 Comments/Summary of Accomplishments:


	Activity 3 Completed (date): _________

	Activity  4:  The VISTA Leader will assist VISTA Manager in Quarterly Progress Reports
Step 1:  Collect and compile 11 VISTA project progress reports, Project Plans and Time Sheets.  Prepare Report and submit to CNCS.
Step 2:  Ensure Volunteers of America VISTA C.A.R.E Project is in compliance with CNCS reporting requirements (4 quality quarterly reports turned in by quarterly deadline) and VISTAs are meeting their project, yearly goals.
	

	Activity 4 Comments/Summary of Accomplishments:


	Activity 4 Completed (date): _________


	Activity  5:  Personal Development
Step 1:  VISTA will aim to work on three goals during the year.

Step 2:  VISTA will attend three trainings per year to develop these personal goals.
	

	Activity 5 Comments/Summary of Accomplishments:


	Activity 4 Completed (date): _________


