Creating a VISTA Job Posting


[ORGANIZATION LOGO]
[VISTA POSITION TITLE]

[GIVE A BRIEF OVERVIEW OF THE ORGANIZATION AND BENEFITS THE VISTA MEMBER WILL BE ELIGIBLE FOR.]

Ex. [YOUR ORGANIZATION] is seeking qualified candidates to serve in the role of [VISTA POSITION TITLE].  This full-time AmeriCorps service position is for the period August 3, 2012 – August 2, 2013.  The VISTA member at [YOUR ORGANIZATION] is sponsored by the Saint Paul VISTA Program and is a member of the network of VISTAs placed out of Saint Paul Mayor Christopher Coleman’s office.
The VISTA member will receive a modest living allowance ($11,676 annually, paid bi-weekly), AmeriCorps health benefits, federal student loan forbearance and interest accrual payment, work-related mileage or bus fare reimbursement, and choice of an education award of $5,550 or $1,500 cash stipend to be awarded upon the successful completion of service.  The [VISTA POSITION TITLE] will also receive extensive training and support.  
Primary Duties and Responsibilities

[IN 4-5 SENTENCES, GIVE AN OVERVIEW OF THE POSITION, INCLUDING THE VISTA MEMBER’S ROLE WITHIN THE ORGANIZATION AND A BRIEF HIGHLIGHT OF THE NATURE OF THE WORK.  THIS CAN BE THE SAME AS THE ‘POSITION OVERVIEW’ TAKEN FROM THE VISTA JOB DESCRIPTION.]

The [VISTA POSITION TITLE] will:
· [IN 8-10 BULLETS, LIST THE PRIMARY JOB FUNCTIONS OF THE VISTA MEMBER AT YOUR ORGANIZATION.  THIS SHOULD INCLUDE ALL OF THE PRIMARY JOB RESPONSIBILITIES OF THE MEMBER AND HIGHLIGHT THE FUNDAMENTALLY IMPORTANT ASPECTS OF THE VISTA POSITION AT YOUR SITE.  YOU MIGHT ALSO INCLUDE TASKS NOT DIRECTLY RELATED TO THE VISTA POSITION, BUT EXPECTED OF ALL STAFF WITHIN YOUR ORGANIZATION.  THIS CAN BE THE SAME AS THE ‘POSITION RESPONSIBILITIES’ (BOTH ‘PRIMARY FUNCTIONS’ AND ‘SECONDARY FUNCTIONS’) TAKEN FROM THE VISTA JOB DESCRIPTION.]

Experience and Qualifications
[IN 4-6 SENTENCES, GIVE AN OVERVIEW OF THE POSITION REQUIREMENTS, AND DESIRED EXPERIENCE AND QUALIFICATIONS THAT A PROSPECTIVE CANDIDATE MUST MEET IN ORDER TO ENROLL AS A VISTA MEMBER WITH YOUR ORGANIZATION (SEE BELOW FOR AN EXAMPLE).  THIS CAN BE THE SAME AS THE ‘REQUIREMENTS’ AND ‘QUALIFICATIONS’ SECTIONS TAKEN FROM THE VISTA JOB DESCRIPTION.]

Ex. Qualified candidates must have a baccalaureate degree in youth development, education or related field.   Must be able to serve in a full-time position (not a full-time student or planning to hold another job), interested in program development, educational equity and youth development, and able to complete the full 12 months of service.  Also must have knowledge of public education and issues related to the transition to postsecondary education. Must have experience managing partner relationships, knowledge of the Achievement Gap, strong communication and organizational skills and the ability to design and implement educational programs and activities.
AmeriCorps requires that each candidate be a U.S. citizen, U.S. National or Lawful Permanent Resident Alien in order to be considered for a VISTA position.  The selected candidate will be required to successfully pass a background check before being officially enrolled.  
To apply:

Please send resume and cover letter to:

[SUPERVISOR/HIRING MANAGER/HUMAN RESOURCES STAFF NAME, TITLE]

[ORGANIZATION NAME]

[EMAIL ADDRESS / PHONE NUMBER FOR PERSON COLLECTING APPLICATION MATERIALS]

Questions?
[SUPERVISOR NAME, TITLE]

[SUPERVISOR EMAIL ADDRESS / PHONE NUMBER]
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