National Recruitment Process

· Post your listing on the national AmeriCorps recruitment site through eGrants.

· Search the website for prospective profiles that match your criteria. Send emails inviting applications. (week one)
· Applications are received. Emails go to the Recruitment Coordinator notifying him/her that there are new applications. (week one)
· The Recruitment Coordinator reviews the applications and determines if they should be invited to attend a telephone informational meeting. (week one)
· Phone call/email goes out within a week of application being received (ideally sooner). The Recruitment Coordinator schedules them to attend a telephone informational meeting. The Recruitment Coordinator schedules a time to speak with the applicant one-on-one. The Coordinator also tells each applicant about ways to learn more about the program/organization online before the info meeting, ex. Website, Facebook, Flickr, Youtube, etc. (week one)
· The Coordinator calls those who don’t respond to the first call/email within a week. (week two)  

· At the end of the informational meeting, the Coordinator will ask each applicant for his/her availability for an interview.  Each applicant without both references completed is reminded that we require 2 professional references. (week two)
· The Recruitment Coordinator will then schedule an interview with himself/herself and the Host Site Supervisor. (week two)
· The Recruitment Coordinator confirms the interview time with all parties. (week two)
· At the end of the interview, the interviewers will schedule a phone call with a current member serving in the desired position (or another staff person who can provide peer perspective on the position.) (week two or three) 
· The Recruitment Coordinator will follow up on references as needed. Once references are in, the Coordinator calls applicant to say yes or no. (week three)
· Once applicant confirms, the Recruitment Coordinator sends them an Information Packet and maintains regular communication through email, phone, postcards, etc. He can help connect them to housing resources, get them in touch with each other, etc. (On-Going)
