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AmeriCorps VISTA Opportunity:
Landlord-Tenant Law Initiative Outreach Coordinator
Philadelphia VIP, the hub of pro bono in Philadelphia, recruits, trains, and supports volunteer attorneys
who provide free legal services to low-income clients.
POSITION SUMMARY: Philadelphia VIP seeks an energetic, goal-oriented team player to serve as its
Landlord-Tenant Law Initiative Outreach Coordinator, focusing on Philadelphia’s emerging eviction crisis.
The Outreach Coordinator will build VIP’s long-term capacity to represent low-income clients facing
eviction by helping design, implement, and support programs that provide renters facing a scheduled
eviction hearing with legal representation from a volunteer attorney. The ideal candidate is a self-starter,
highly detail-oriented, and successful at managing multiple deadlines; has strong skills in written and oral
communication and demonstrated experience in working with people from a range of socio-economic
background; and cares deeply about access to justice for underserved communities, values volunteers,
and enjoys working on a collaborative team. VIP values a diverse work environment and strongly
encourages people of color, people who identify as LGBTQ, and people with disabilities to apply.
This is a one-year AmeriCorps VISTA position. An overview of VISTA benefits for 2019, including living
allowance and health benefits, is attached.
KEY QUALIFICATIONS:
•
•
•
•
•
•
•

Bachelor’s Degree required. This position does not require a law degree.
Close attention to detail, organized, and comfortable working individually as well as in a team.
Willing to work in a fast-paced environment and able to manage and move between multiple,
simultaneous projects and track deadlines.
Strong written and oral communication skills.
Experience in data entry, database management, and full suite of Microsoft Office programs.
Embraces technology, including leading-edge case management systems.
Passion for access to justice for underserved communities.

KEY FUNCTIONS
1. Build capacity to serve more tenants through initiatives that engage a critical mass of volunteers:
•

Use the knowledge of underlying law and court processes gained in Key Function 2 to expand
and/or make needed refinements to clinics and pilot projects, including Lawyer for a Day.

•

Develop best practices and templates for clinics and projects that can be replicated by VIP and
shared with partner agencies.

Since 1981, the hub of pro bono legal services in Philadelphia

•

Build relationships with partner agencies to identify legal issues that are best addressed in a
project or clinic setting.

2. Guide and support clients and volunteer attorneys throughout the life of the case:
•

Develop an understanding of the underlying law and court processes for eviction cases.

•

Interview new clients to gather necessary information and documents, and with attorney
supervision, assess the legal merit of cases.

•

Provide ongoing case management, including by developing relationships with clients and
volunteer attorneys and by facilitating the volunteer-client relationship.

•

With attorney supervision, provide technical assistance to volunteers and obtain case updates.

•

Monitor cases for deadlines and emergencies.

3. Identify strategies to increase volunteer participation:
•

Analyze the existing systems for matching clients with volunteers, including which factors are
indicative of a successful case placement, implement strategies to improve case placement.

•

Work with internal and external partners to extend the time to place a case with a volunteer,
including streamlining the referral process and expediting the current placement process.

•

Study case placement metrics and volunteer feedback to determine best practices for volunteer
outreach.

4. Recruit and retain volunteer attorneys in private practice to represent tenants facing eviction and
increase volunteer capacity for long-term participation through repeat engagements:
•

Use multiple modes to recruit volunteer attorneys and match them with clients, including
maintaining volunteer records to identify potential volunteers for new cases.

•

Deepen partnerships with key stakeholders, and participate in volunteer recognition efforts.

•

Assist in planning, execution, and follow-up for volunteer clinics, trainings, and other events.

HOW TO APPLY: E-mail cover letter and resume to Karna Laubenstein, klaubenstein@phillyvip.org. No
calls, please.
WHAT TO INCLUDE IN YOUR COVER LETTER: All cover letters should include describe the applicant’s
qualifications for and interest in the position. Applicants are invited to include a statement about how
the applicant’s unique background and/or experiences might contribute to the diversity, cultural vitality,
and perspective of VIP’s staff team and legal practice.
DEADLINE: Applications will be reviewed on a rolling basis, with priority given to those received by
Wednesday, April 24, 2019.
PHILADELPHIA VIP IS AN EQUAL OPPORTUNITY EMPLOYER

Overview of VISTA Member Benefits
2019 - Pennsylvania
The Corporation for National and Community Service provides a number of benefits to support VISTA
members throughout their terms of service. Please review this information along with the Benefits of
Service page and the VISTA Member Handbook on the VISTA Campus at vistacampus.gov so you can make
an informed decision as you consider becoming a VISTA.
Living Allowance
You’ll receive your VISTA living allowance biweekly, at a rate determined by your service site’s county:
 $14,136/year in Philadelphia, Bucks, Chester, Delaware, and Montgomery Counties
 $12,311/year in all other PA counties
If you’re a VISTA Leader, you’ll get an additional $2,400 per year. We withhold federal taxes from living
allowance payments. You are responsible for your own state and local taxes, and we recommend you
budget and save for any tax obligations you may have.
End-of-Service Benefit
Before you begin service, you’ll choose between a Segal AmeriCorps Education Award and an end-of-service
stipend, which you’ll receive when you successfully complete your service term.
 Segal AmeriCorps Education Award: This education award is $6,095 for qualified classes, student
loans, and other educational expenses. You can use the award up to seven years after you complete
service, and is payable only to a lender or educational institution. You can earn up to the full value of
two education awards if you complete multiple service terms. You cannot transfer your education
award, and it’s taxable when used. For more information, see the Segal AmeriCorps Education Award
Website.
 Stipend: The stipend is a cash award of $1,800 (for members) and $3,000 (for leaders). We issue the
stipend at the end of the service term and withhold federal taxes at that time.
Please note, if you initially choose the education award, you may change your election to the stipend any
time before the end of your tenth month of service on your My AmeriCorps home page under the “Edit End
of Service Option." You may not change from a stipend to the education award.
Relocation Assistance
If you relocate from more than 50 miles from your service site in order to start your term of service, you
may receive a settling-in allowance of up to $750 and relocation travel allowance of $0.40/mile. We will
review your eligibility for these benefits before you begin service. Your supervisor can confirm the amount
of any approved settling-in allowance and the VISTA Member Support Unit will confirm the relocation travel
allowance. For details on relocation assistance, see VISTA Travel Fact Sheet.

601 Walnut St, Suite 876E
Philadelphia, PA 19106
215-964-6350 | 800-942-2677 | TTY 800-833-3722

Current as of 2/25/2019

Training
All VISTAs receive orientation through the Virtual Member Orientation (VMO) a self-directed online
orientation where you will learn about the VISTA Program and prepare to become members. Members will
then participate in the sponsor’s on-site orientation and training, which acquaints new members with their
projects and communities and trains them on relevant skills.
Ongoing learning and training opportunities can be found on the VISTA Campus throughout your term of
service. Online courses and webinars are offered on a variety of topics to enhance your skills and make the
most of your VISTA year. Be sure to look under Connect & Learn for these training opportunities.
Leave
Each VISTA receives ten days of personal leave and ten days of medical leave to use during a one-year term.
Discuss personal leave plans with your supervisor to get approval in advance, and communicate proactively
with your supervisor when you need to use medical leave.
Health Benefits
AmeriCorps VISTA provides an optional Healthcare Allowance benefit to members who maintain health
insurance coverage, and a basic Health Benefit Plan for those who are exempt from the requirement to have
insurance.
 VISTA members who maintain health insurance during their service term may enroll in the
AmeriCorps VISTA Healthcare Allowance. This allowance is a reimbursement program that covers
out-of-pocket costs associated with healthcare, such as charges for qualified medical expenses and
limited dental and vision services. The Healthcare Allowance will help offset these expenses up to
$7,900 in 2019. The Healthcare Allowance does not cover costs associated with purchasing
insurance, costs for non-essential health expenses, or charges associated with dependents or other
individuals covered under your healthcare plan.
 VISTA members who are legally exempt from maintaining health insurance coverage during their
term of service are eligible to enroll in the AmeriCorps VISTA Health Benefit Plan. The plan is
available to eligible members at no cost and covers eligible expenses for medical office visits, limited
dental and vision, medical emergencies, surgical and hospitalization expenses, and certain
prescription drug costs. It does not cover pre-existing conditions or care for dependents, including
your spouse.
 If you ignore the legal requirement to have health insurance, you will be responsible for your own
healthcare costs. You may be subject to removal from the VISTA program and may face a penalty
under the Affordable Care Act.
 Both starting and ending VISTA service qualify you for a special healthcare enrollment period for the
Health Insurance Marketplace. As a VISTA, you can buy insurance through the Health Insurance
Marketplace within 60 days of your service start date as well as 60 days after your end date.
Please review the resources on VISTA Healthcare Options available on the VISTA Campus.
Childcare Benefits
You may be eligible for child care benefits if you have a child under 13 and need childcare to serve as a
VISTA. For details, see the VISTA Child Care Benefit Tutorial.
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