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B AmeriCorps Online Application Guide

Overview

In order to apply to an AmeriCorps position at the [blank] AmeriCorps Project, you must
submit an application to one of our listings online at My.Americorps.gov.

All applications must have appropriate spelling, grammar, and capitalization, and must
also accurately reflect your experiences and skills in order to move forward in the
application process. Incomplete applications will not be considered for AmeriCorps
Service.

Please note that there is no spelling or grammar check in the online application system.
We strongly encourage applicants to compose their application using Word to ensure that
spelling and grammar are correct and to avoid loss of information due to system time-
outs

This is a step by step guide providing more information about applying for AmeriCorps
service online. Only applicants who apply through our online system will be considered
for service. (To jump to a different section of this document, click on the title in the index
below)
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Registering on the AmeriCorps website
To begin an application, first create an online account on the AmeriCorps website.

Fill out all of your basic information on the first step of Create Profile.

The AmeriCorps website asks you to provide your first name, last name, social security
number, date of birth, and email address.

Check to ensure that your name, date of birth, and email address are all entered correctly
into the form because you will not be able to change this information later. All names
and locations must be properly spelled and capitalized.

Create Profile: Step 1 of 4

If you are considering becoming an AmeriCarps member, it iz important that vou learn ahout the rules of service. Click the Rules of Service hutton and a

separste web page will open with this informeation,
Rules of Service |(Opens & newy window)

Click here for help.

Plesse uze the following fields to creste a profile. Enter your name exactly as it appears on your government-issued identification. Also, you must have a
valid e-mail address. An asterisk (*) denotes a required field.

Prefix: | Please Select v
Preferred Hame:
* First Hame:

Middle Hamenitial:

* Last Hame:
Suffix:
* S5H: H eq. 123456759
* Date of Birth: H Cmimeleliysyyy
* E-mail Address:

* Re-enter E-mail Address:
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720 YERRS ™
During the next three steps of the process, you will create an online AmeriCorps profile.
Fill in your residency (city of birth, state of birth, country of birth, and gender), mailing
address, and permanent address information (not pictured below).

Additionally, you need to include your availability for beginning AmeriCorps service.

Make sure all of this information is accurate, as this helps determine relocation
reimbursement for eligible candidates. Members relocating more than 50 miles away
from their home of record (or permanent address) to their service site are eligible for a
relocation allowance (if approved).

Resident Card, INS Form |I-551; (i) an Alien Registration Receipt Card, INS Form 1-551, (i) a passport indicating that the INS has
approved it as temporary evidence of lawwful admizsion for permanent residence; or (iv) a Departure Record (INS Form [-34)
indicating that the INS has approved it as temporary evidence of lavful admission for permanent residence. NOTE: A student
visa does not confer eligibilty to enroll in an AmeriCorps program.
* City of Birth:
* State of Birth: w
* Country of Birth: | United States of Ametica v

*Gender: |Female v
* Farliest Availability Date:  |[03,/13,/2012 | (i)

* Last Availability Date: 5 (mmicicivyyy)

Auvailable indefinitehy: [ ]

* Are you moving within O YeS @ no
the next six months?

Current Mailing Address:
I this a foreign (non-US) address ? Click here.
* Street address 1:

Street address 2:
* City:

TSt | conNECTICUT v
* Zip code:

* Preferred Phone:
I= this an international phone number ? Click here. [
Other Phone: |
I= this an international phone number ? Click here. |:|
C

*Preferred method of communication: E-mail ) Phone

Next, fill out the Skills and Experience section. Indicate your highest level of education
attained, whether or not you are a veteran of the US Armed Forces, and indicate whether
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you speak and your fluency in those languages.

Additionally, you must check off the skill areas that most reflect your skill set and
experiences. You can check off as many as you like, and make sure that these skills
reflect the skills in your resume. You will be able to provide examples for these skills in
the Skills & Experience section of the AmeriCorps online application.

Finally, you have the option to write in any additional information that you feel will help
in evaluating your application. This information will appear on the first page of your
AmeriCorps application.

Skills and Experience
* Highast level of education attained: | College graduate hd

Are you a veteran of the .5 Armed Forces? {:}Yes {:‘;\ Nao

* |5 English your primary language? Oyes O no
* Do you speak any other languages? @yes O no

Language: | Spanish b Flueney: | Good hd
Language: | Russian b Flueney: | Basic hd
add another

* Do you have a walid governmert-issued driver's licensa? @\,res .C) no

Listed below are =kill areas that some programs find useful and may seek in Ameri Corps applicants. Indicate the skill
areas in which you hawve had training or experience, including wolurteer or community Service experience. Please
niote that when you creste an application, you will need to elaborate on each of the skills you hawe selected. This is
niot an exhaostive list of skills. F you hawe additional skills, please enter the skill in the 'other’ field below.

DArchitec‘tural Planning DElusinessJ'Entrepreneur Communications
DCommunihr Organization Computers.l’Technology DCoanici Resolution
Dl:ounseling DEducation DFine ArtsiCrafts
DFilstAid DFundraisinga’GrantWriting DLaw
Leadership Dru'ledicine Public Health
DPuinc Speaking DRecruitment DTeachingiTutoring
DTrade.l’Construction 'Llll'riting.l'Editing Youth Development
DEnvironment DNon-F‘mfit Management DSociaI Sernvices
DUrban Flanning DDisasterSenrices D‘Jeterans
I:lTeam o

Cther:

In the space prowided below, please provide any additional interest, skill| experience, or additional irfor mation th=t
may be helpful in ewvaluating your application.
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Creating an Application

After you register on the AmeriCorps website, you will see the following screen—the
Application home page. To create an application, click on Applications in the left hand
navigation bar.

£t HOME

My AmeriCorps Welcome,_ﬂ

Member Home Wilcome to the My AmeriCorps wehsite for applicants,

applications candidates, members, and alumni. Thiz site presents information
that will help you hefore, during and after your service. Please be

References sure that all of your contact information is up-to-date.

& Your World.

Your Chance To Make It Better.

L
[H Submizsions My iformation

Search Listings

Hame:
Preferred Hame:

pate of Girth: [

My Favorites

Cantact hy AmeriCorps Applicant ID; username: I
Ssit: - E-moi:
SSH Status:Previously Served 7]
Citizenship Status:Previously Served 7]
.5 Veteran:
Current Mailing Address: Permanent Address:
Preferred Phone: Preferred Phone: |
Other Phone: Other Phone:

Preferred Method of Communication:
Change Password

View My Profile
Edit My Profile

Applications

Next, click on the Create Application button. (Note: you can return to this page if you
need to edit your application at any time)

i HOME

My AmeriCorps Applications

Member Home

Click here for help.

= Applications

References Hame Created Last Modified Status

Submissions Application 1 0210442011 0452 P 0411142011 06:42 P Complete edit print
Search Listings Application 2 0451102011 05:49 PM 0441 202011 0915 PM Complete edit  print
Wy Favarites

Contact My AmeriCorps create application

Developed in January 2013 by the New Haven Education AmeriCorps VISTA Project 5



AmeriCorps Online Application Guide

Motivational Statement

The first section of the application is the Motivational Statement. You must write a
thoughtful paragraph explaining why you are motivated to serve in a national service
program. We encourage applicants to provide specific examples and reasons for
applying to AmeriCorps. Try to use examples from your personal or professional life that
show that you are motivated to serve Think of the motivational statement as a “mini
essay.” Don’t be afraid to use personal examples in this statement!

Before moving forward in the application, check your motivational statement to ensure
that it accurately reflects why you are applying for AmeriCorps national service.

Be sure to save your response! Please note that the online application system does not
have a built-in spell check or grammar check feature.

Motivational Statement

Click here for help.

‘W would like to understand more about you and your reasons for applying to AmeriCarps. Please share with us
wehy wou would like to serve with the AmeriCarps program.

Please save your response by clicking the "save" button at the bottom of the screen. *After fifteen minutes if you
have not saved your response, you will receive a warning that the page will soon expire and will regquest that you
save your information.

of what I was learning about in class, and helped &
me understand that action (through service) is a
positive way to change issues 1n a glven

comminity, whether the issue be poverty, health
care, or sScholastic. I feel that hmeriCorps iz the
perfect opportunity for me to give back to my own
community, as well as work to build a better S
Tnited 3tates for everyone who lives here. P
933 characters left

[ save ] [cancel ] [ previous ] [next ]

OWB Mumber 3045-0054
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Explain each of the skills that you selected while creating your profile. If you feel you
have left something out, you can go back and add or delete skills by saving your
application and going back to your profile (click Edit).

Provide brief examples for each of your skills. Additionally, include all relevant work
experience (including titles, dates, supervisor name, and explanation of duties).

Ensure that all skills and experience included reflects the information in your resume.

You can also include any relevant certifications along with their expiration date.

Skills and Experience

7]

Click here for help.

‘When you created your profile, yvou marked the following skills that you developed through previous training and/or
experience. Pleaze elaborate on how you have acquired and applied each of thoze skils. If you need to add or
retnove skills from this application, you'l need to update your profile by gaing back to your applicant home page and
clicking on 'Edlit My Profile’.

Leadership:

200 characters left

Youth Development:

200 characters left
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Enter all information for completed degrees and certificates

First, check off the highest level of education that you will have completed during the
time you plan to serve as an AmeriCorps member.

Provide accurate dates of attendance at your schools, as well as the dates for receiving
your diploma. Include information for any and all associates, bachelors, or masters

degrees earned.

Education

Click here for help.
Check the highest level of education that you will have completed by the time you are planning to serve in
AmetiCarps. (Choose only one.) 7]

O Le=s than high school completed O High school graduste O GED
O Technical schoolfapprenticeshipiwocational O Some college D Azsociates degree (A4
'@' College graduste 'O' Some graduste study 'O' Graduste degree

O Professional degree (medical, law)

Post-secondary Schools.

Starting with the most recent, list all schools after high school that you have attended, including trade or technical
schools, military training and employment training programs.

You may add additional schoals by clicking the "Add Another” button below:,

*Hame of School (most recent
first):

*Location of School (City,
State):

*Attended from (mMimbyyy):
*Attended through {mminsay):

*Major area of study:

You will have the option to add more schools by following the directions on the online
application.
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Community Service

First, you must list any and all volunteer activities that you’ve been involved with.
Include the name, location, and phone number of the organization. Additionally, you
must provide a brief description of your involvement with that organization. Include how
long you have volunteered with this particular organization and how many hours per
month you volunteered with them. You can add as many organizations as you want.

We are looking for applicants with volunteer experience, so it is important for you to
accurately describe your volunteer activities.

Remember to use proper spelling and grammar when describing your involvement in
community service.

DI do not have any community service experience,

Name and Location of Organization

* Organization:
3 City:
*state: | ldaho >

* Phone:

* Description of nvolvement
(2000 characters maximum)

2000 characters left

* Dates of invoivement and Howrs

* From {mimAnyyy): |
* To (mmAinmsn):

* Hours/month:
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on the AmeriCorps application to guide your response. Provide examples from your
volunteer experiences or from your life to strengthen the paragraph

Because AmeriCorps is a national volunteer service program, providing a detailed,
thoughtful response about why you volunteer is extremely important for your candidacy.
Think of this response as another “mini essay.” Don’t be afraid to use personal examples
in this statement!

Remember to use complete sentences and correct grammar and spelling while writing
your volunteer response. Again, there is no spelling or grammar check so you may opt to
compose your statement in Word or another program before entering it in the application.

*Describe how you have reached out to help others andfor howe you have been invalved in your ovwn Community.
Explain why wou serve ar get involved, and what you received in return - that is, what you have learned or how it
haz made you feel. Think in broad terms.

2000 characters left

[cancel ] [preuiuus ] [ next ]
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p L0 VERRS

Employment History
Starting with your most recent employment, list and describe your employment history.

This can include fellowships, internships, part-time or full-time paid work, or self-
employment.

Type in the name of the organization, location, and supervisor contact information.
Provide your job title, a brief description of duties, and a reason for leaving (if possible).
You must also provide the length of employment as well as the time commitment of

employment (hours per week).

Try to make your employment history reflect your resume as closely as possible so that
the AmeriCorps application accurately reflects your skills and experience.

You can add other jobs as well.

Name and Address of Employer

* Organization:
E] Ci‘l}ﬂ
* State: | 1daho hd

* Supervisor Hame:

* Supervisor Phone:
(555-555-0000)

* Supervisor E-mail:
Job Titte and Duties
* Title:
* Duties:
* Reason For Leaving:

Dates and Times

* From (mimfnynyns):
* To immAnnyy):

* Hoursweek:
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Criminal History

Next, you must complete the criminal history questionnaire. All AmeriCorps members
must complete a background check before beginning service, and the questionnaire is the
first step in that process. Select the answers that apply to you, and then move on to the
next step in the application process.

Please be honest and forthright with the information you provide. Any misinformation
you provide will automatically disqualify you for service as an AmeriCorps member.

Please note that a criminal history alone does not disqualify an applicant from
AmeriCorps service—the only crimes that disqualify applicants from service are sex
offenses or murder. Other crimes can be accompanied by an explanation.

Criminal History Questionnaire

The AmeriCorps application process reqguires & criminal history check to ensure community
members with swhom we swork are protected, particularly children, individuals with
dizshilties, and individuals over B0 years old.

Wi are investigating for past sexual offenzes and violent crimes, or crimes that swould have
a direct bearing on your service. This background check will entail a search of the National
Sex Offenders Public Registry and may include s statewide criminal history repository check
andior a FBI criminal histary check, which will require you to submit fingerprints.

You will not be permitted to serve or work with children, individuals with dizabilities, or
individuals over B0 years of age, without supervision, until the history check is complete and
you are cleared. The review process is not lengthy, and normally is completed within weeks.

Anzwer the following gquestions fully. Existence of a criminal conviction or juvenile
adjudication may or may not, depending on circumstances, disgualify you from consideration.
Howvever, any intentional misrepresentation or omission is grounds for disqualification .

Click here for help.

Anzwer the following gquestions and include mizsdemeanors and any offense that led to pre-
trial intervention andior fines other than speeding or parking tickets.

Have you ever been convicted as an adult, or adjudicated as a juvenile offender, of o ®
at least one criminal offense by either a civilian or military court? S es = Mo

Are you currenthy facing charges for any offense, on probation or parole ? O Yes (?} Mo

If you answwered yes to any of the guestions above, please pravide the fallowwing information. (To recaord multiple
convictionziadjudications, click the "add another" button, below )

add another

[ cancel ] [ previous ] [ next ]
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In order to move forward in the application process, you need two references completed
online in the AmeriCorps portal.

Family members, friends, and coworkers are not appropriate references. In order to be
approved for service, references must come from a job supervisor, professor, volunteer
supervisor, or mentor.

We recommend that you contact each of your references in advance to ensure that they
will be able to complete the online form for you.

On the references tab of the application, you can see each reference that you have created
in the system, and whether or not that reference has completed the online application
form. You can also choose different references to submit. To create a reference, click on
the New Reference button.

I Create Application: step 8 of 8

Click here for help.

Motivational Statement > Skills & Experience = Education = Community Service >
Employment History = Criminal History Questionnaire = Optional Information = References

References

“ou ust select two references ta be submitted with this application. If you have nat created twao reference
requests, you may creste thetn nowe by clicking creste reference. Please nate | in order to camplete a reference
request you will need the reference's name, e-mail, and address. Further, all reference reguests will be submitted
vig e-mail, 20 pleaze check that the email vou provide is walid and currert for each reference.

Hame Relation Created Modified Completed Select
Job Supervisor 06M 62011 0BAGR201T  Yes
Student Employment Administrator 04M 102011 04M4720011 Yes
Mot available 010252013 01022013 Mo
new reference ] [ cancel ] [ previous ]
Finizh Application

OB Mumber 3045-0054

You will then see the Create New Reference request form.
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address, and phone number.

Once you click Submit, the AmeriCorps website will automatically email your reference
with a copy of the online reference form.

You will return to the online application and will have the opportunity to enter a second
reference by following the same process.

* First Hame:
* Last Hame:
* Email:

* Title:
x

OrganizationAnstitution:
I thi= a foreign (non-U%) address? Click here.

* Street Address 1:
Street Address 2:
* Cityr
*State: w
*Zip:
* Zip Extension:
Home Phone: (.. 555-555-5555)

Work Phone: (.. 555-955-5555)

[ Go back to Application ]

After entering your reference information, select the two references that you want to use
for this application. Click Finish Application.

Applying for a listing

After you complete your application, you can now submit the application to one of our
listings.
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et/

20 YEARS

To find our listings, click Search Listings on the left hand navigation bar or click on the
link below.

https://my.americorps.gov/mp/listing/publicRequestSearch.do

For program type, select AmeriCorps State and National. For the state, select Idaho
from the drop down menu. Finally, to see our open positions, type [blank] in the
Program Name field. This will show you all of the open positions for our program
specifically.

To search for pregrams, you may use either the Quick Search or Advanced Search option.

Quick Search
To search for programs by type and/or location, or to find a specific program name, please use the fields below.

Program Type : | AmeriCorps State / National v
State :| IDAHO M

Program MName :

Include programs not currently accepting applications?

Click on any one of the listings, review the position descriptions, and then click the red
Apply Now button at the bottom of the page.

FT Uglﬂ'lll ALAIRA T ANRANSSD

Service Areas : Locations AMERICAN SAMOL, |
Community and Economic Development |, Community Outreach | Heakth | ARIZOMNA, | COLORADD |
Hunger , Homelessness |, Housing . COMMECTICUT |, DISTRICT
OF COLUMBIA, |

Skills : DELAWARE | FLORIDA, |
Communications , Community Organization , ComputersiTechnology | GEORGLA |, GUAM | Hawwal
Conflict Resolution , Fund raising/Grant Wiriting , Leadership , Public onds DAHD | ILLINGIS
Heafth , Public Speaking , Recruitment , General Skills | , BANSAS | KEMTUCKY ,
LOUISIANA, |

MASSACHISETTS |

MARNYLAMD |, MAINE |,

Apply Now! MICHIGAN , MISSOURI ,

MISSISSIPPL, MOMTARMNA, |

Return to Search Resulte | Search Again MORTH CAROLIMNA | MORTH

P T N hIFRAR A WA

Select the application that you plan on using, and then fill out the Submit Listing
Certification. This will certify that you provided accurate information in your application
and that you are over the age of 18.
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Finally, click submit! You have officially applied to a [blank] AmeriCorps Project
position!

Submit Listing

The following application will be used to submit:
Application 2

Certification

D By subnitting this application electronically, | cerify that all of the statements made in this application are true,
correct, and complete, to the best of my knowledge, and are made in good fath. Mizinformation or omission of
information could result in disqualification or terminstion as an AmetiCorps member. If | am selected for paricipation in
S0me AmeriCorps programs, including AmeriCorps NCCC, T may be required to submit to & physical examination,
including drug or alcohol testing. Background and security checks may also be conducted by some programs.

PRIVACY ACT HOTICE:

The Privacy Act of 1974 (5 U.S.C. § 552a) requires that the following naotice be provided to you: The autharity for
collecting information from you in this application is contained in 42 US.C. 12592 and 12615 of the Mational and
Coammunity Service &ct of 1990 az amended, and 42 U.S.C. 4953 of the Domestic Volunteer Service Act of 1973 a3
amended. vou are advised that submission of the information is entirely wolurtary, but the requested information is
required in order for you to paricipate in AmeriCorps programs.

The principal purpose for requesting this personal information is to process your application for selection for an
AmeriCorps program, and for other general routine purposes associsted wwith your participation in an AmeriCorps
program. These routine purposes may include dizclosure of the information to federal, state, or local agencies
pursuant to lavefully authorized requests, to prezent and former employers, references provided by you in your
application, and educational institutions, for the purpose of verifying the information provided by you in your
application. In some programs, the information may also be provided to federal, state, and local law enforcement
agencies to determine the existence of any prior criminal convictions . The information will not otherwise be disclosed
to entities outside of AmeriCorps and the Corporation for Mational and Community Service sithout your prior seritten
consent.

C’I am over the age of 18 and cerify that all of the information | have provided is true and correct.

C’I atn under the age of 18 and will zend a cerification form signed by my parent or legal guardian. (Please uze the
Print button below to dovenload & printable version of this form. &fter completing the form, please mail it to the contact
acldresz listed in the description of the program to which you are applying.)

Education Award Limitations

Additional Information

Due to our competitive application process, the [blank] AmeriCorps project requires
candidates to provide two additional pieces of information. We will contact you after you
submit your online application to receive this information.

1. Resume

2. Cover letter explaining interest in AmeriCorps service.
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