
VISTA Assignment Description (VAD)
 

Title: Pro Bono Data Coordinator, VISTA

Sponsoring Organization: Heartland Alliance - Vista
Project Name: National Immigrant Justice Center - HA - VISTA
Project Number: 22VSCIL010
Project Period: 08/14/2022 - 02/10/2024

Site Name: National Immigrant Justice Center

Focus Area(s)
   Primary: Capacity Building
   Secondary:

VISTA Assignment Objectives and Member Activities

Goal of the Overall VISTA Project: To ensure that the National Immigrant Justice
Center can help immigrants, refugees and asylum seekers address legal matters
impacting their economic security, health, and safety this VISTA project will increase the
capacity of the organization by enhancing data tracking, maintenance and reporting
systems. In further developing these systems, legal staff will more efficiently focus on
their clients and the Pro Bono Program will more efficiently report the impact of the
organization's mission.

Objective of the Assignment
VISTA attains an understanding of the various ways NIJC engages with legal volunteers to deliver integral

legal services to noncitizens across the United States and how that impact is documented and reported.

Member Activity (10/03/2022 - 10/31/2022): Meet with VISTA Project Supervisor and staff members to

discuss their roles at NIJC and get an overview of the scope of NIJC’s mission and services.

Member Activity (10/03/2022 - 10/31/2022): Review training resources on the VISTA Campus website

regarding volunteer recruitment and mobilization.

Member Activity (10/03/2022 - 10/30/2022): Review NIJC pro bono materials including materials on the

website, trainings and manuals. Become familiar with the Legal Server database through various data

exercises; evaluations systems and CLE programs.



Objective of the Assignment
NIJC’s Pro Bono Data Coordinator will increase capacity and enhance systems that collect, monitor and

report pro bono experiences and activity data. These data systems will help identify engagement and

retention trends that facilitate strategic planning for NIJC's Pro Bono Program.

Member Activity (10/03/2022 - 09/15/2023): Collaborate with various pro bono projects in reviewing and

updating volunteer contact and partner organization information in NIJC’s client database (Legal

Server).

Member Activity (10/10/2022 - 12/30/2022): Collaborate with NIJC’s Development and Communications

teams to coordinate NIJC’s annual pro bono celebration and prepare, implement and finalize annual

thank you call campign.

Member Activity (12/12/2022 - 07/28/2023): Implement pro bono volunteer and client evaluations on

various platforms. Produce bi-annual report of evaluation summary for internal use.

Member Activity (11/07/2022 - 09/01/2023): In collaboration with NIJC’s Data Management Specialist,

review current audit procedures for direct legal services teams. Then, in coordination with direct legal

service teams, implement enhanced audit procedures to ensure data input, timely follow-up with pro

bono partners and data organization. Draft pro bono audit procedures for pro bono data coordinator

support.

Member Activity (11/03/2022 - 08/28/2023): Collect monthly pro bono wins to celebrate in monthly pro

bono newsletters. Compile wins for each partner organization to coordinate bi-annual emails for pro

bono partner stewardship. This process will require keep an updated list of VIP pro bono contacts.

Member Activity (11/07/2022 - 09/15/2023): Implement NIJC’s Continue Legal Education (CLE)

requirements for attorneys and state reporting requirements. Identify potential systems or

programmatic opportunities to enhance participant experience and staff efficiency with CLE courses.

Member Activity (12/03/2022 - 08/15/2023): Analyze pro bono data for calendar and fiscal year reporting;

coordinate across pro bono projects to ensure accurate data entry and final visualization of the data in

order to identify trends in NIJC’s pro bono work.

Objective of the Assignment
VISTA member ensures that staff can continue to optimally report program impact through sustainable

internal procedures.

Member Activity (09/01/2023 - 09/29/2023): Update current or create new procedural documents as

necessary. Promote the sustainability of the project by documenting all processes and procedures

and sharing them with staff to use in the future.


