Project STAR

   VISTA


AmeriCorps*VISTA Assignment Description (VAD)

SAMPLE VISTA Member 3 (First year of project)

	VISTA Project: 

Aaron Community Services (ACS)
	VISTA Member Name: 

Alejandra Melgar

	Site Name: 

Pasadena.

	Assignment Area: 

Database and tracking systems development
	Date: 

October 10, 2006


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Goal (from VISTA Project Plan):
Goal 1: The ACS VISTA project will develop and implement systems for fund development and community volunteer recruitment and management in order to expand quality services to clients with developmental disabilities.
	

	Activity 1: Participate in community volunteer recruitment and management (R&M), and fund development work groups.

Step 2: Use the initial meeting and at least one additional work group meeting to solicit input on key specification of database(s).

Step 3: Interview key members and prepare report on database needs for advisory group and work groups.

Step 4: Further identify the primary components to address. Depending on results, the VISTA’s tasks (Steps 2-4) may be altered. 
	Nov. 06-Jan. 07

	Activity 1 Comments/Summary of Accomplishments:
	Activity 1 Completed (date): _________

	Activity 2: Design a community volunteer R&M and fund development tracking systems (databases)

Step 1: Research tracking systems (databases) of like-sized agencies

Step 2: Work with other VISTA members on the necessary component requirements for community volunteer R&M and fund development (community volunteers recruited, screened, trainings attended, community volunteer hours, donor contacts, contributions, etc. 

Step 3: Develop community volunteer R&M and fund development database for pilot phase (fund development will have priority).

Step 4: Develop written staff support manual of database. 
	Feb.-July 07

	Activity 2 Comments/Summary of Accomplishments:
	Activity 2 Completed (date): _________


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Activity 3: Pilot FD database 

Step 1: Work with one staff member and one community volunteer to pilot test the database. 

Step 2. Summarize findings for working group and determine priority changes  

Step 3: Make database adjustments, finalize the database.

Step 4: Finalize staff support database manual.
	Aug.-Oct. 07

	Activity 3 Comments/Summary of Accomplishments:
	Activity 3 Completed (date): _________
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