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COLLEGE BOUND ST. LOUIS

FAMILIES AS PARTNERS VISTA
AMERICORPS JOB DESCRIPTION
Job Title:
Families as Partners VISTA
Reports to:
Programs Manager
College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org
Job Summary

The Families as Partners VISTA is responsible for creating materials and programs that allow College Bound families to engage in their child's higher education planning and preparation. Responsibilities include planning financial aid workshops and providing family outreach for College Bound parents. 
Primary Responsibilities May Include
Coordinate all activities surrounding the “Plan-It Financial Aid” program and verification:
· Coordinate all logistics and administer College Bound FAFSA workshops, “Launch Days” and wrap-up sessions
· Research and understand changes to the financial aid and FAFSA processes and modify workshops and materials to reflect changes

· Train College Bound staff on the FAFSA, and their responsibilities at the FAFSA workshops

· Track attendance, forms completed, and other data required for reporting

· Collect all verification information from all College Bound senior students through whatever means necessary including phone calls, classroom/home visits, emails, faxes, etc.

· Send verification information to each student’s prospective colleges

· Follow up with students to make sure they have received their financial aid packages

· Document financial aid package information for reporting
· Transfer all information to the Persistence Team 
Develop a family outreach program for high school and collegian families:
· Research best practices and report to Programs Manager
· Expand the program by identifying additional services/events that would benefit College Bound families; determining, with the Programs Manager, which additional services/events to implement; and providing coordination and oversight for implementation

· Maintain accurate scope and sequence and documentation of all program processes

· Develop and oversee a parent leadership council, student leadership council, and alumni program

Communicate regularly with College Bound families:
· Determine preferred family contact method and create systems to utilize data

· Write, design and distribute official program correspondence including marketing materials, letters, and newsletters

· Coordinate calling lists and call families to obtain RSVPs and gather required materials
Coordinate and oversee all family events:
· Coordinate all logistics

· Contact families to notify them of events and ensure attendance

· Troubleshoot potential barriers to completion of activities or attendance at events
Additional Responsibilities:
· Attend weekly staff and program meetings
· Volunteer as a chaperone for our Culture, Character, Capacity program
· Assist other AmeriCorps members when they need aid with their projects
Skills and Qualifications
· Bachelor’s degree 

· Excellent written and verbal communication skills

· Strong interpersonal, organizational skills
· Commitment to excellence
· High energy, and enthusiastic with a strong belief that young people can succeed 

· Prefer experience working with youth
· Driver’s license and automobile required to transport 2 or more students per week
· Must be comfortable consistently contacting schools, families and students to achieve program goals

· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  Families as Partners VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
