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Application Instructions 2012-2013

Thank you so much for your interest in the Loretto Volunteer Program.  We are so glad you are applying.  There are a few pieces to our application process – so read our checklist carefully to make sure you submit each piece.
STEP 1:  Submit materials
· LV Application:  This application is the first, most important tool we use to get to know you.  Please spend some time reflecting on the questions before answering.  It will be shared with potential placements.  Submit this by email.
· LV Autobiography:  This second half of the application is equally important – but it will only be shared with Loretto Volunteer Program staff or support committee during the application process.  Submit this by email alongside your application and resume.

· Background Check Release Form: The final page of this application authorizes us to perform a background check on you.  Please print this page and sign it.  You may mail it or scan and email the signed copy.
· Resume: Please submit your resume along with this application.

· References:  Loretto Volunteers requires three references using the Loretto Volunteers reference form: 
· a professional/employer reference, 
· an academic reference, and 
· an adult reference of your choice from an employer, professor, or mentor.  
· You may submit an optional fourth character reference from a friend or roommate.  
Reference forms/letters should come by email or mail from the reference herself – not from you.  No references may come from family members. 
STEP 2:  Interviews
Qualified applicants will be contacted within two weeks of application submission to schedule an interview.

· Personal interview:  Loretto Volunteer staff will schedule a personal interview with qualified applicants, either by phone or on Skype.  Please budget 90 minutes for this interview.

· Site interview:  Following the personal interview, applicants may be invited to interview with one to three service sites.  Sites and applicants submit their preferences before a match is made.
All materials should be sent to Katie Jones, Loretto Volunteer Coordinator at: kjones@lorettocommunity.org or to the address below.
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