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CitySquare AmeriCorps

Member Position Request Worksheet
Position Title:  Provide the title of the position the AmeriCorps member will fill.
     
Name of Program where member will be placed:

     
Physical Address:

     
Number of members requested for this position:

     
	Site Supervisor: Designate a Site Supervisor. This person will be the first line of contact regarding this request, administrative requirements, and member supervision.

	Name:
	      

	Title:
	      

	Phone:
	      

	Email:
	      

	What qualities does this person have that will make him/her an exceptional site supervisor?  How will he/she meet all necessary requirements for site supervision?

	     

	Has this individual attended a CitySquare AmeriCorps supervisor training? 

	     

	In the event that this main site supervisor will be out (on vacation, leave, etc) – who will serve as the back-up supervisor and be the main point of contact for members? [Include Name, Title, Phone and Email]

	     

	Has this back-up supervisor attended a CitySquare AmeriCorps site supervisor training? 

	     


	Program Information- Attach additional program brochures or documents if necessary

	What is the goal of your program?
	     

	What outcomes do you measure for your program? What tools/instruments do you use to measure your outcomes?  What role will the AmeriCorps members have in data collection?
	     

	Approximately how many individuals and/or families does your program serve?
	     

	Describe the organizational structure of your program.
	     

	Member Information

	Provide an overview of the duties for the AmeriCorps member, as well as a numbered list of various tasks the member will be expected to complete.
	     

	Provide the typical daily schedule of the AmeriCorps member. Quarter Time (QT) members serve an average of 32-35 hours per week for 4 months.
	     

	List the qualifications that the AmeriCorps member must meet.

Typical qualifications for members serving in “Community Needs” positions: Preferred: College graduate and one year in a non-profit setting as a paid employee or volunteer.  Minimum: High school diploma or GED.  Interest in serving vulnerable populations. At least 17 years or older.  U.S. Citizen or Permanent Resident.  Ability to serve flexible hours as requested - some Saturdays and evenings.  Access to reliable transportation to and from host site on a daily basis. Members agree to submit to a criminal background check, as well as the National Sex Offender Registry.
	     

	Describe the amount and frequency of supervision meetings that will be provided for the member. *CitySquare AmeriCorps requires face to face meetings with AmeriCorps members at least once per week throughout the term of service.
	     

	Clarify why you need and want CitySquare AmeriCorps members to serve with your program? Why would AmeriCorps members be a better fit for the position than a paid staff position?
	     

	What impact do you anticipate the CitySquare AmeriCorps members will make with your program?
	     

	How will CitySquare AmeriCorps members be integrated as part of your program?
	     

	What training will you provide to your members? (be specific)- Include any record keeping/data tracking programs the member will be trained to use.
	     

	What opportunities outside of the normal service schedule will members have to make-up hours?
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