
AmeriCorps*VISTA Assignment Description (VAD)

A VISTA assignment description can be designed in many different ways; you can use any model that works well for your project. This may require updating based upon the specific skills and abilities of the VISTA candidate you select.  Please keep these concepts in mind while completing an Assignment Description

· The VAD should describes the capacity-building activities the VISTA member is responsible for completing and will help guide the VIST member

· It should identify key capacity-building tasks and activities that can be realistically accomplished in a single year and be used as a tool for evaluating the completion of those activities.

· Include enough detail in the VISTA assignment description to guide the VISTA member while still allowing for flexibility in carrying out day-to-day tasks and activities.

Organization Community Software Lab


Date: 2009-03-31

VISTA Member Name (once selected):  Community Organizer





VISTA Member Activities and Steps Checklist
Planned Period of Work

Goal:  Help increase program records in NorthShorePort database from 20 to 600


Activity 1:   Learn of existing activities 

Step 1:   Meet with existing partners/review & define commitments.(3 weeks)

Step 2:   Set sub goals

Step 3:   Reach consensus on priorities   


1st quarter

Activity 2:   Prepare 5-10 minute ScreenCam demo 

Step 1:  Create/refine rough storyboard 

Step 2:  Write/refine rough script

Step 3:  Get feedback on draft 

Step 4:  Repeat steps 1-3 as needed.

Step 5:  Develop/refine rough ScreenCam

Step 6:  Get feedback on draft 

Step 4:  Repeat steps 5-6 as needed.


1st quarter

Activity 3:   Deliver (1) NorthShorePort.org demo per week. 

Step 1:   Ask to be on inter-agency meeting agendas or to attend agency staff meetings. (call to setup meetings)

Step 3: Develop process for capturing leads/questions 

Step 4:  Deliver weekly demo


ongoing

VISTA Member Activities and Steps Checklist
Planned Period of Work

Goal: 
Help increase unique web site visitors from 2 to 50 per day


Activity 1:   Write and deliver press releases (1 per month)

Step 1:   Find or create news-worthy activity

Step 2:   Outline release

Step 3:   Write/revise draft release

Step 4:   Get feedback from staff/volunteers/board

Step 5:   Repeat 3-4 as needed 

Step 6:   Mail release to press

Step 7:   Make followup phone calls

Step 8:   Make followup phone calls

Step 9:   Repeat (9) as needed.   


ongoing

VISTA Member Activities and Steps Checklist
Planned Period of Work

Goal: 
Help increase sponsorship from $0 to $5,000 per year 


Activity 1:   Attend sales training 

Step 1:   Review materials

Step 2:   Reach (or accept) consensus on priorities/methods.   


1st quarter

Activity 2:   Make at least one sales call per month. 

Step 1:   In the company of board members and volunteers visit lawyers, bankers, real estate agents and ask them to sponsor MVHub

Step 2:   Repeat


1st -4th quarter

Activity 3:   Write a (1-4) grants 

Step 1:   Research prospects by reviewing previous grants searching web and visiting associated grant makers library

Step 2:   Consult with staff, volunteers and board as to best prospects

Step 3:   Write the grant(s)

Step 4:   Get feedback from funder 


1st -4th quarter




VISTA Member Activities and Steps Checklist
Planned Period of Work

Goal: 
Develop new methods of outreach to increase site visitors, sponsorship 


Activity 1:   Develop idea 

Step 1:   Brainstorm

Step 2:   Refine

Step 3:   Get feedback from others

Step 4:   Test idea on small scale

Step 5:   Evaluate 

Step 6:   Repeat Steps 1-5 or discard idea and re-start with step (1)


ongoing
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