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New Haven Education AmeriCorps VISTA Project

[bookmark: _Toc345332769]Overview
In order to apply to an AmeriCorps VISTA position at the New Haven Education AmeriCorps VISTA Project, you must submit an application to one of our listings online at My.Americorps.gov.

All applications must have appropriate spelling, grammar, and capitalization, and must also accurately reflect your experiences and skills in order to move forward in the application process.  Incomplete applications will not be considered for AmeriCorps VISTA Service. 

[bookmark: _GoBack]Please note that there is no spelling or grammar check in the online application system. We strongly encourage applicants to compose their application using Word to ensure that spelling and grammar are correct and to avoid loss of information due to system time-outs

This is a step by step guide providing more information about applying for AmeriCorps VISTA service online.  Only applicants who apply through our online system will be considered for service. (To jump to a different section of this document, click on the title in the index below)
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Registering on the AmeriCorps website 
To begin an application, first create an online account on the AmeriCorps website. 

 Fill out all of your basic information on the first step of Create Profile.  

The AmeriCorps website asks you to provide your first name, last name, social security number, date of birth, and email address. 

Check to ensure that your name, date of birth, and email address are all entered correctly into the form because you will not be able to change this information later.  All names and locations must be properly spelled and capitalized. 
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During the next three steps of the process, you will create an online AmeriCorps profile.  Fill in your residency (city of birth, state of birth, country of birth, and gender), mailing address, and permanent address information (not pictured below). 

Additionally, you need to include your availability for beginning AmeriCorps service.  

Make sure all of this information is accurate, as this helps determine relocation reimbursement for eligible candidates. Members relocating more than 50 miles away from their home of record (or permanent address) to their service site are eligible for a relocation allowance (if approved).  
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Next, fill out the Skills and Experience section. Indicate your highest level of education attained, whether or not you are a veteran of the US Armed Forces, and indicate whether or not you speak any other languages. You will have the option to include the languages you speak and your fluency in those languages. 

Additionally, you must check off the skill areas that most reflect your skill set and experiences.  You can check off as many as you like, and make sure that these skills reflect the skills in your resume.  You will be able to provide examples for these skills in the Skills & Experience section of the AmeriCorps online application. 

Finally, you have the option to write in any additional information that you feel will help in evaluating your application. This information will appear on the first page of your AmeriCorps application. 
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[bookmark: _Toc345332771]Creating an Application
After you register on the AmeriCorps website, you will see the following screen—the Application home page. To create an application, click on Applications in the left hand navigation bar. 
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Next, click on the Create Application button. (Note: you can return to this page if you need to edit your application at any time) 
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[bookmark: _Toc345332772]Motivational Statement
The first section of the application is the Motivational Statement. You must write a thoughtful paragraph explaining why you are motivated to serve in a national service program.  We encourage applicants to provide specific examples and reasons for applying to AmeriCorps. Try to use examples from your personal or professional life that show that you are motivated to serve Think of the motivational statement as a “mini essay.” Don’t be afraid to use personal examples in this statement! 

Before moving forward in the application, check your motivational statement to ensure that it accurately reflects why you are applying for AmeriCorps national service.  

Be sure to save your response! Please note that the online application system does not have a built-in spell check or grammar check feature. 
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Skills and Experience
Explain each of the skills that you selected while creating your profile. If you feel you have left something out, you can go back and add or delete skills by saving your application and going back to your profile (click Edit). 

Provide brief examples for each of your skills.  Additionally, include all relevant work experience (including titles, dates, supervisor name, and explanation of duties). 

Ensure that all skills and experience included reflects the information in your resume.

You can also include any relevant certifications along with their expiration date. 
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Education
Enter all information for completed degrees and certificates

First, check off the highest level of education that you will have completed during the time you plan to serve as an AmeriCorps VISTA. 

Provide accurate dates of attendance at your schools, as well as the dates for receiving your diploma. Include information for any and all associates, bachelors, or masters degrees earned. 
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You will have the option to add more schools by following the directions on the online application. 






[bookmark: _Toc345332775]Community Service
First, you must list any and all volunteer activities that you’ve been involved with. Include the name, location, and phone number of the organization. Additionally, you must provide a brief description of your involvement with that organization. Include how long you have volunteered with this particular organization and how many hours per month you volunteered with them.  You can add as many organizations as you want. 

We are looking for applicants with volunteer experience, so it is important for you to accurately describe your volunteer activities. 

Remember to use proper spelling and grammar when describing your involvement in community service. 
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Finally, you must write a thoughtful paragraph about why you volunteer. Use the prompt on the AmeriCorps application to guide your response. Provide examples from your volunteer experiences or from your life to strengthen the paragraph

 Because AmeriCorps is a national volunteer service program, providing a detailed, thoughtful response about why you volunteer is extremely important for your candidacy. Think of this response as another “mini essay.” Don’t be afraid to use personal examples in this statement! 

Remember to use complete sentences and correct grammar and spelling while writing your volunteer response.  Again, there is no spelling or grammar check so you may opt to compose your statement in Word or another program before entering it in the application. 
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Employment History
Starting with your most recent employment, list and describe your employment history. This can include fellowships, internships, part-time or full-time paid work, or self-employment.

Type in the name of the organization, location, and supervisor contact information. 

Provide your job title, a brief description of duties, and a reason for leaving (if possible).  You must also provide the length of employment as well as the time commitment of employment (hours per week).

Try to make your employment history reflect your resume as closely as possible so that the AmeriCorps application accurately reflects your skills and experience. 

You can add other jobs as well.  
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Criminal History
Next, you must complete the criminal history questionnaire.  All AmeriCorps members must complete a background check before beginning service, and the questionnaire is the first step in that process. Select the answers that apply to you, and then move on to the next step in the application process. 

Please be honest and forthright with the information you provide. Any misinformation you provide will automatically disqualify you for service as an AmeriCorps VISTA member.

Please note that a criminal history alone does not disqualify an applicant from AmeriCorps VISTA service—the only crimes that disqualify applicants from service are sex offenses or murder.  Other crimes can be accompanied by an explanation. 
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[bookmark: _Toc345332778]References
In order to move forward in the application process, you need two references completed online in the AmeriCorps portal.  

Family members, friends, and coworkers are not appropriate references. In order to be approved for service, references must come from a job supervisor, professor, volunteer supervisor, or mentor.  

We recommend that you contact each of your references in advance to ensure that they will be able to complete the online form for you. 

On the references tab of the application, you can see each reference that you have created in the system, and whether or not that reference has completed the online application form. You can also choose different references to submit.  To create a reference, click on the New Reference button.  [image: ]


You will then see the Create New Reference request form. 

Fill out the name and contact information for your reference, including email, title, address, and phone number. 

Once you click Submit, the AmeriCorps website will automatically email your reference with a copy of the online reference form. 

You will return to the online application and will have the opportunity to enter a second reference by following the same process. 
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After entering your reference information, select the two references that you want to use for this application.  Click Finish Application.








[bookmark: _Toc345332779]Applying for a listing
After you complete your application, you can now submit the application to one of our listings. 

To find our listings, click Search Listings on the left hand navigation bar.   

For program type, select AmeriCorps VISTA.  For the state, select Connecticut from the drop down menu. Finally, to see our open positions, type New Haven Education in the Program Name field.  This will show you all of the open positions for our program specifically. 
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Click on any one of the listings, review the position descriptions, and then click the red Apply Now button at the bottom of the page. 
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Select the application that you plan on using, and then fill out the Submit Listing Certification. This will certify that you provided accurate information in your application and that you are over the age of 18. 

Finally, click submit! You have officially applied to a New Haven Education AmeriCorps VISTA Project position! 
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[bookmark: _Toc345332780]Additional Information
Due to our competitive application process, the New Haven Education AmeriCorps VISTA project requires candidates to provide two additional pieces of information. We will contact you after you submit your online application to receive this information. 
1. Resume 
2. Cover letter explaining interest in VISTA service.


Developed in January 2013 by the New Haven Education AmeriCorps VISTA Project
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