[bookmark: h.dny27k23un89]Screening VISTA Applicants
Screening applicants begins from the point of first contact, continues during the interview process, and is completed once you have checked the applicants’ references and they are cleared through the CNCS Criminal History Check process. Thorough screening ensures that applicants qualify for VISTA service, will persist throughout the service year, and most important of all, will be a good fit with your community and organization.
Choose the applicants with the characteristics and traits that best match the needs of the position.
[bookmark: h.2j8hvbrh4blx][bookmark: h.vy4ojqv0h9xy]Narrow your final pool of applicants to those who most appear to have the behavioral characteristics, along with the attitude, skills, knowledge, experiences, and education you desire.
 Successful Candidate Attributes 
Identify the top 5 personal effectiveness competencies the successful VISTA candidate will need to arrive with to perform successfully. 
Identify the top 5 responsibilities the successful VISTA candidate will have to perform.
Identify the project goals and outcomes. Specify both the 3-year project goals and objectives and the goals and outcomes relevant to the current year the candidate is being recruited for.
Identify the special skills and knowledge the candidate must possess and/or be willing to acquire to meet the responsibilities, goals, and outcomes of this position.

Selection Criteria for VISTA Applicants
Many factors help determine whether an applicant, recruited either nationally or locally, is suited to a specific VISTA position. The following selection criteria, not meant to be all-encompassing, should be viewed as guidelines for recommending applicants to the CNCS State Office.
Applicants must meet the following minimum standards of eligibility:
· Be at least 18 years old upon entering VISTA training. There is no upper age limit.
· Be U.S. citizens or have permanent resident status.
· Not be listed in the National Sex Offender Registry database as having been convicted of sex-related crimes.
· Be willing to submit fingerprints for a criminal history background check.
· Be in a position to offer full-time service for one year without regard to regular working hours.
· Be able to relate previous education, training, military, or work experience, and demonstrate other relevant skills or interests necessary to perform a specific VISTA assignment.
· Be willing, to the maximum extent practicable, to live among and at the economic level of the low-income people served by VISTA projects.
· Understand that VISTAs serve on a full-time basis. Therefore, VISTAs cannot hold part-time jobs, enroll in school except in limited circumstances as noted below, or be subjects of legal proceedings (civil or criminal) that may consume time needed for VISTA assignments. VISTA service cannot be used to satisfy service requirements of parole or probation.

[bookmark: Check2][bookmark: Check3]Basic Information 				Section Strength: Strong |_| Acceptable |_| Weak |_|
· Will the applicant be available at the position start date?
· Will the applicant need to relocate?
Follow-up Questions/Comments:


Motivational Statement			Section Strength: Strong |_| Acceptable |_| Weak |_|
· Is the applicant knowledgeable about the position, AmeriCorps, and VISTA?
· Does the applicant have an interest in the focus area of the position?
Follow-up Questions/Comments:


Skills & Experience				Section Strength: Strong |_| Acceptable |_| Weak |_|
· Are skill descriptions backed up by previous experiences either in work, education or volunteering?
· Do the skills and experiences relate to the position applied for?
· Are reasons for leaving past positions reasonable and stated in a mature way?
· How much previous work experience does the applicant have?  Were they full time work experiences (35-40 hrs per week)?
· Does the applicant have previous office experience?
· Has the applicant had a solid job history (no big gaps in employment, has been employed w/in last year)?
· Does the applicant have the “must-have skills,” “nice-to-have skills,” and “optional skills” your organization will require for the position?
· Marketing
· Collaboration
· Public-speaking 
Follow-up Questions/Comments:

Education					Section Strength: Strong |_| Acceptable |_| Weak |_|
· Is the applicant still attending school?  If so, will attendance conflict with the position start date?
· Is educational experience applicable to the position applied for?
Follow-up Questions/Comments:

Community Service				Section Strength: Strong |_| Acceptable |_| Weak |_|
· Does the applicant have community service experiences?
· If the applicant has community service experience, is it applicable to the position applied for?
Follow-up Questions/Comments:

Criminal History Questionnaire 			Section Strength: Strong |_| Acceptable |_| Weak |_|
· Has the applicant been convicted of any criminal offenses, facing pending charges, or on probation/parole?
Follow-up Questions/Comments:

Optional Information				Section Strength: Strong |_| Acceptable |_| Weak |_|
· Does the applicant have prior AmeriCorps experience?
· If so, what branch?
· How was the applicant informed about the position?
Follow-up Questions/Comments:






Consider the following additional criteria before recommending selection of a VISTA applicant:
Employment. Past job experience may be relevant to a VISTA assignment, especially if there is some demonstrated expertise gained in previous positions that would be useful in the VISTA assignment. Take note of experience that includes leadership positions and working with the public. Remember that part-time and summer employment can add to the applicant's overall qualifications.
Education. Matching an applicant's academic background with a sponsor's specific needs is highly desirable. Courses or degrees completed by an applicant should be reviewed in the context of the VAD.
Military Status. Significant experience or education gained through military service should be fully considered in recommending an applicant for VISTA service. Another factor to consider is the type of discharge a person received. If an applicant enters VISTA service before completion of a military reserve obligation, the VISTA may need to transfer to a new reserve unit or request a deferment of the reserve obligation until the end of VISTA service.
Community Service and Volunteer Activities. In some ways, this information is the heart of the VISTA application. Homemakers who have a history of serving their communities, liberal arts graduates who have worked with diverse groups of people, and retired persons who have a history of volunteering for worthy causes have proven to be outstanding VISTAs.
Motivation Statement. Ideally, an applicant's motivation is a balance of altruism and a desire for personal and/or professional growth. Further discussions are needed if a “change of scenery” is the only listed motivation.
Medical. It is not appropriate or legal to ask whether an applicant has a disability prior to recommendation to select or not select. Persons with disabilities are eligible to serve as VISTAs if they meet all the requirements. In fact, such individuals should be encouraged to serve. Any special needs must be reasonably accommodated in accordance with the Rehabilitation Act of 1973, as amended.
Children and Dependents. It is not appropriate to ask prior to selection whether an applicant has children or dependents. Applicants should be advised, however, that CNCS assumes no financial responsibility, including health support, for dependents of VISTAs.
· Readiness to Serve. Gauge if this applicant is truly ready to serve as a VISTA for one year. Do they clearly understand the full-time commitment, breadth of the benefits, amount of the stipend? Will they be able to successfully find housing and mesh with your community? Will they be able to live on the living allowance without needing outside employment? Do they possess the personal effectiveness competencies you are looking for? Are you considering other service opportunities at this time? Are you seeking paid employment? When you see the living allowance, do you feel you can live within this budget for your service year? How do you feel about relocating to a new community to serve? How will you manage your self-care during your year of service?

Completion of required items: List items that are required for the applicant file, such as a completed application in My AmeriCorps, resume, and other items your organization or position will require (e.g., a car). 


