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    Interviewing and Placing Candidates
1. VISTA Applicant applies through AmeriCorps.gov site
2. VISTA Leader and Supervisor review AmeriCorps applications in eGrants 
3. VL emails applicants for resume and cover letter*
     (or rejects applicant in eGrants)
4. VISTA Leader sets up pre-screening interview at earliest convenience*, sensitive of CNCS deadlines
5. VL sends VADs to prescreened candidates
     (or sends rejection email to applicants not fit for program*)
6. VL sends Applicant’s resume and interview notes to Project Supervisor
7. VL requests a short blurb to be sent to Project Supervisor about applicants interest in VADs*
8. Project Supervisor reviews documents and applicant’s email responses
9. Project Supervisor works with VL to decide on qualified candidates and sends notes and applicant’s resume/application to Site-Supervisor 
10.  Site-supervisor interviews pre-screened and qualified candidates and makes a decision to which VISTA applicant they want to invite to work with them
11.  Project Supervisor checks applicant’s references and completes recommendation in eGrants
12.  Project Supervisor extends offer to candidate and requests they accept offer in AmeriCorps.gov system 
13.  Candidate accepts/rejects offer 
14.  CNCS VA State Office accepts/rejects VISTA Project Supervisor recommendations
15.  VISTA Candidate is then to fill out travel profile and relocation form for PSO   after CNCS approves position  
16.  VL sends ‘Welcome packet and information’ to new VISTA
17.  VISTA attends PSO and starts at project (and completes site orientation)
   







*Example is included in these instructions
Examples for correspondence with VISTA Applicants
*Setting up a pre-screening interview

Hello!

Thank you for applying to The Advancement Foundation AmeriCorps*VISTA position! We are currently in the interview process for available positions starting in (Month). If you would like to be considered for a placement, please send me your cover letter and resume by this upcoming (Date) and we will arrange an interview. Please let me know when you would be available to start, as you must be willing to relocate to Southwest Virginia for this position. 

If you are no longer interested, please let me know, and I will remove your name from our list. If I do not hear from you by 5:00pm (Date), I will remove your name from our applicant pool.

If you would like more information on The Advancement Foundation please visit our website at www.theadvancementfoundation.org 

If you have any other questions, please don’t hesitate to email me at Samantha.TAF@gmail.com. Again, thank you for applying. I look forward to hearing from you soon!

Best,
*Rejection after pre-screening interview

(VISTA Applicant), 

I want to thank you for the time you invested in interviewing with me for an AmeriCorps VISTA position with The Advancement Foundation. It was a pleasure speaking with you and learning about your experiences. Unfortunately after careful consideration, we are not able to move you to the next round of interviews due to the competitive nature of our selection process.

However, I believe you are a strong candidate and I would like to encourage you to continue looking for AmeriCorps positions on www.AmeriCorps.gov. 

We greatly appreciate your involvement in this process and your interest in contributing to the effort to end poverty.

Best Regards,

*Request for short blurb from VISTA Candidate to Project Supervisor

Hi (VISTA Applicant)!

Thank you so much for your interest in the (Organization X). That organization is truly amazing and I hope you learned more about it through the VAD and their website.

I am inviting you to participate in the second round of interviews. If you will, please email Judy Wood, VISTA Project Supervisor, with some insight to why you believe you are a good match for this organization. We would like to know what you believe you could offer to this organization and how you believe that you could help build (Organization X’s) capacity. A short paragraph will help us get a better idea of what you could bring to The Advancement Foundation and (Organization X)

Her email is JudyW.TAF@gmail.com, also please CC me!

Thank you,

	1. Introduce staff on phone (there may only be one or two people)

2.   Explain the program

         • What’s our mission

         • What are our goals and who do we serve

         • What are the hours/length of service?

         • Is travel required?

         • Is a personal vehicle required/proof of 

           insurance required?

              – Mention any other requirements

         • What are the benefits (e.g., stipend, education

          award, loan, child care, insurance, training)

         • When does the term begin? When does it end?

2. Tell me/us why you’re interested in

      <<AmeriCorps or VISTA>>?

4. What types of activities/projects do you hope to 

    work on during the service term? (This question

     helps ensure applicants’ expectations meet those of

     the host site.)

5. How experienced are you with <<key areas/skills,

    such as computers>>?

6. Explain how interview process will happen and    

    when applicant can expect to hear from you.

7. Do you have any questions for us?

8. Tell interviewee, “Thanks for your time. Feel free to

    contact us if you have any other questions.”

	


      *Phone prescreening guide  

    Phone Prescreening Interview Script  

    Script                                                        Notes

Contributed by Illinois Public Health AmeriCorps (Springfield, IL). An EnCorps resource. Please retain the original program

attribution when adapting or using this resource. Rev. September 2007.
