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VISTA ASSIGNMENT DESCRIPTION
VISTA Project: COMMUNITY ENGAGEMENT – OUTREACH & EVENTS COORDINATOR

VISTA Member Name: 
Sponsor / Site Name: CITY OF SAN JOSE HOUSING DEPARTMENT – HOMELESS PROGRAM

Service Dates: JULY 2010 – JULY 2011
	VISTA Member Goal

	Enhance the City’s homeless outreach program, as well as organize and coordinate community events, including monthly Project Homeless Connect (PHC) events and a community summit to end homelessness. This position will provide critical support to the Housing Department’s Homeless Program and the county-wide initiative Destination: Home, both of which engage in a variety of activities designed to end homelessness. 



	VISTA Member Qualifications

	· Some event coordination experience 

· Sensitivity to the needs of homeless persons

· Collaboration and relationship building

· Excellent writing skills
· Public speaking experience preferred
· Research and analytical skills 


	VISTA Member Activities and Steps Checklist
	Planned Period of Work

	Activity 1: Obtain a detailed understanding of Santa Clara County’s homeless population, local homeless service providers, and programs sponsored by the City of San Jose.
Step 1: Learn about services being offered in the City and County, especially those developed under the leadership of Destination: Home. 

Step 2: Tour homeless shelters and programs and meet with agency staff to 
understand the services offered and the population served. 
Step 3: Collaborate with staff from the Housing Department, Destination: Home, the One-Stop Homelessness Prevention Centers, and other programs for homeless and at risk persons to raise public awareness on issues related to homelessness.
Step 4: Maintain records of observations, findings, and recommendations.

	Quarter 1 

	Activity 1 Comments/Summary of Accomplishments:


	Activity 1 Completed (date): 

	Activity 2: Enhance the community’s homeless outreach program through the coordination and facilitation of County-wide outreach efforts and Project Homeless Connect events.

Step 1: Work closely with the Outreach Committee of the Santa Clara County Collaborative on Affordable Housing and Homeless Issues to evaluate homeless service needs for each PHC event.
Step 2: Attend weekly committee and subcommittee meetings.

Step 3: Recruit and engage service providers, vendors, volunteers, and other needed resources for the events and efforts. 
Step 4: Work with the VISTA Homeless Outreach and Public Education Coordinator to market the events. 

Step 5: Work with the VISTA Homeless Outreach and Resource Coordinator to fundraise for the events, retain and recognize community volunteers, donors and sponsors, and connect volunteers with appropriate community service opportunities.
Step 6: Outreach to homeless shelters, service providers, volunteers and homeless individuals to promote the PHC events.

Step 7: Conduct street and encampment outreach, build relationships with those residing outdoors, and recruit for participation. 
Step 8: Establish an evaluation process that will measure the success and impact of each PHC event.
Step 9: Analyze PHC results and make recommendations for creating successful and sustainable events focused on accessing permanent housing.

Step 10: Develop a calendar of PHC events that include location and population served.

	Quarters 1 – 4

	Activity 2 Comments/Summary of Accomplishments:


	Activity 2 Completed (date): 

	Activity 3: Design, organize, and implement an annual one day summit focused on strategies to end homelessness.

Step 1: Work with various committees of the Santa Clara County Collaborative on Affordable Housing and Homeless Issues, Destination: Home, and Step Up Silicon Valley’s Campaign to Cut Poverty to plan the event.  

Step 2: Co-facilitate planning meetings and keep detailed notes. 

Step 3: Collaborate with various community groups, including a multitude of faith-based organizations to recruit speakers and develop workshop topics.

Step 4: Oversee and monitor summit logistics, including event venue, theme, invitations, costs, and materials.

Step 5: Create planning documents and communicate updates to the partners and to the public.
Step 6: Assist planning teams in implementing their event tasks for the summit.
Step 7: Attend the summit and ensure all tasks and operations are attended to.

Step 8: Organize and implement event feedback process from attendees. 

	Quarters 1 – 4 

	Activity 3 Comments/Summary of Accomplishments:


	Activity 3 Completed (date): 


__________________________
___________________________
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Applicant Name

 

Applicant Signature



Date

Signature of applicant is an acknowledgement of the service responsibilities, and not a guarantee or approval of placement.  
