CSBG VISTA Job Description
Job Overview: The VISTA will be responsible for building the structure needed to standardize and streamline a state-wide community needs assessment that would help local agencies identify the most crucial community-based activities to reduce poverty.
Duties or Responsibilities:
· Become knowledgeable about the Community Services Block Grant (CSBG) program and the requirements of the CSBG Needs Assessment.
· Develop procedures and systems needed to ensure a successful assessment and set up a baseline structure for continued and future assessments. 
· Research best practices from other states.
· Coordinate with national partners and help develop a request for proposals for assistance with the development and analysis of a statewide assessment. 
· Create a state-wide assessment template.
· Work with each of the 10 Community Action Agencies to incorporate a statewide assessment into the current local community needs assessment.
· Identify and document information sources for common data elements that will be used statewide.  
· Create procedures and documents to ensure the sustainability of the assessment.
Physical and Environmental Demands: Typical office work environment. 
Knowledge, Skills and Abilities (Behaviors): 
· General knowledge of computer applications and design principles. 
· Analytical and quantitative skills.
· Ability to assume leadership, possess self-initiative, work independently and as part of a team
· Accept supervision and seek guidance when needed
· Possess problem-solving skills and the ability to make decisions
· Public speaking skills including excellent written and verbal communication skills.
· Ability to analyze information, make decisions and solve problems.
· Ability to operate a personal computer and general office equipment as necessary to complete the essential functions, including using spreadsheet, word processing, database, email, internet and other computer programs.

The Intergovernmental Humans Services Bureau (IHSB) of the Department of Public Health and Human Services (DPHHS) is an equal opportunity employer. All applicants will be considered on the basis of merit and qualifications without regard to race, color, religion, creed, political ideas, sex, sexual orientation, gender identity, age, marital status, national origin, or physical or mental disability. DPHHS is committed to providing access, equal opportunity, and reasonable accommodation for individuals with disabilities in employment, its services, programs, and activities. To request reasonable accommodation, contact Sara Loewen, Bureau Chief , by email sloewen@mt.gov or by phone 406.447.4265
