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Vermont Housing and Conservation Board AmeriCorps
Education and Volunteer Services Associate
The Upper Valley Haven 713 Hartford Ave. White River Junction, VT 05060
This position is part of the Vermont Housing & Conservation Board AmeriCorps (VHCB AmeriCorps).  The VHCB AmeriCorps program supports the innovative dual-goal approach to creating stable affordable housing opportunities for Vermont residents while preserving the natural and working landscape.  VHCB is a national service program that places AmeriCorps members with non-profit housing or land and energy conservation organizations around the state.
Your organization’s mission:
The Upper Valley Haven serves people struggling with poverty by providing shelter and education to those who are homeless, and food, clothing, and support to anyone in need.  All Haven services are provided free of charge.  Since 1981, the Haven has fostered independence by providing resources through our shelter advocacy, aftercare, and education programs.  


The Haven staff work in partnership with each family or individual staying in the shelters to establish their short and long-term goals and the steps needed to achieve them.  Staff members also work in partnership with area agencies to coordinate efforts to reach these important goals. 


Our Food Shelf program provides a week's worth of healthy food to anyone in need (6097 visits from 2085 families in 2009), while our Clothing Room provides free, donated clothing to men, women, and children.  The Haven's After School Program provides academic support, enrichment programs, and mentoring to homeless and at-risk children and youth.  We could not operate these programs without extensive volunteer support.  In the last six months (4/1/11 through 9/30/11) 10, 299 volunteer hours were logged at the Haven.

 Guided by the faith of our founders, we:

· welcome all who enter our doors as equals, respecting their dignity and accepting them as best we can without judgment;

· encourage those we serve to develop their capacity for independence;

· are thrifty with our resources, generous in our hospitality, and responsible to the communities that support us;

· welcome all who are willing to join us in service to our neighbors.

Essential Functions of Position: 
Volunteers are an essential part of the haven, especially in our Community Services Department.   

An AmeriCorps Member will:

· Work in direct support of the Director of Community Services, including organizing and cataloguing incoming in-kind donations of goods and resources for households in deep need

· Identify and communicate to Director of Community Services unmet needs within the department that could be addressed by volunteers

· In conjunction with the Haven Volunteer Services Coordinator, recruit volunteers from the community for areas of direct service 
· Assist with scheduling of volunteers 
· Lead and support volunteers from both the general community and from among the Shelter guest population in various activities 
· Lead one-time special activities with volunteers and guests as appropriate and assigned
· Use sound conflict resolution skills when assisting in the resolution of volunteer and visitor concerns and problems in a constructive manner

Marginal Functions of Position: 
Because we are thrifty with our budget, we do not have administrative assistants on staff.  All staff members are responsible for their own phone calls, filing, and general office work.  We believe in nurturing a safe, clean, healthy, and respectful environment.  Staff members may participate in sweeping, cleaning, or other duties to ensure that we are promoting such an environment.  These expectations would be extended to an AmeriCorps member.  

Desired Qualitfications/requirements (may be in bullet form)
· Ability to manage many different projects at one time 
· Strong planning and organizational skills 
· Commitment to quality and service orientation.

· Flexible 
· Demonstrated ability to take initiative and work without direct supervision.

· Strong team skills desired as well as ability to collaborate with other organizations.

· Computer experience with Word, Excel, Windows, e-mail 
· Excellent written and interpersonal communication
·  Able to communicate with others, regardless of age, background,  or socio-economic status
Service Conditions (Identify the conditions under which the position must be accomplished (e.g. Service is to be performed primarily outdoors) 
Service will be performed primarily at our Byrne House main building with an understanding that some time will be spent at other locations on the campus as well as within the community. November
Position begins November 1, 2011 and ends September 30, 2012
This position is Full Time: Requires 1,700 hours for an average of 35.5 hours per week for 11 months.   Member will receive a living allowance of $13, 702 (pre-tax), and an education award of $4,725 (pre-tax) upon successful completion of service.  Other benefits include health insurance, federal school loan forbearance, and various training opportunities.
To Apply: All parts are required and will not be considered unless the application is complete: cover letter, a completed AmeriCorps application, a resume, and a list of 3 references. Send to:
Jennifer Fontaine, jfontaine@uppervalleyhaven.org, 713 Hartford Ave., White River Junction, VT 05001
Application deadline: November 1, 2011
AmeriCorps applications are downloadable from the Vermont Housing & Conservation Board AmeriCorps webpage at http://www.vhcb.org/acorps. You may also request a hard copy by contacting Francis Sharpstene at (802) 828 – 3253 or acorps@vhcb.org.
Additional information on AmeriCorps is available at www.americorps.org.
The Vermont Housing & Conservation Board (VHCB) is sponsoring this AmeriCorps position through their AmeriCorps Program. VHCB is an Equal Opportunity Employer.  Positions are open to all applicants without regard to race, color, national origin, ethnicity, disability, age, gender, gender identity, sexual orientation, political affiliation, veteran’s status, religion or creed.
