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Position Description Portal Manual – Host 
Site Applicants 

 

Thank you for using the National Health Corps Position Description Portal. This portal will 

be replacing the PDFs that sites have completed and submitted in previous years. Please 

use this step-by-step manual to enter a position description for review by NHC operating 

site staff. A position description must be completed for each member slot you are looking 

to fill.  

 

Creating an account 

 

 

 

1. Visit 

http://www.hosts.nationalhealthcorps.o

rg or 

http://www.hosts.nationalhealthcorps.o

rg/user/register to log in. If this is your 

first time to the site, select “Create new 

account”.  

http://www.hosts.nationalhealthcorps.org/
http://www.hosts.nationalhealthcorps.org/
http://www.hosts.nationalhealthcorps.org/user/register
http://www.hosts.nationalhealthcorps.org/user/register
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Viewing Your Dashboard 

 

 

*Note: the available position statuses are: draft, submitted – pending, edits required, completed, and 

signed.  

2. When you create a new account, you 

will be prompted to enter your email, a 

password, the name of your host site, and 

the city and state of your host site.  

3. Once you create an account, 

you will be brought to your 

dashboard. From here, you will 

be able to see any position 

descriptions that you have 

created, what status they are in, 

and create a new position 

description.  
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Adding a Position Description 

 

 

 

4. When you click “Add Position 
Description”, you will be brought to 
this page. Please read the 

instructions before proceeding. Add 

the name of your host site as it 

appears on your RFP and 

application.  
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5. Select your program location. If 

you are unsure if you are a 

Community Health Fellowship site, 

please reach out to your NHC 

Operating Site contact to verify. 

 

 

6. Add your host site’s city and state, 

as well as the title of this member 

position.  

7. Select the NHC category that this 

position falls under. Click “Category 

Explanations” for a short paragraph 
describing the typical duties of each 

type of position.  
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8. Provide specific details about 

the program, project, or initiative 

that the member will work with or 

under.  

 

 

9. Include a brief summary of the 

purpose and major duties and 

responsibilities of this position.  
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10. Fill in each text box with as 

much detailed information as you 

can provide.  

 

11. Click on the hyperlinked 

text in blue for an explanation 

of AmeriCorps’ non-duplication 

and non-displacement 

regulations, if needed.  

 

 

 

12. Click on the hyperlinked 

text in blue to get an 

explanation of recurring access 

to vulnerable populations, if 

needed. 
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13. In the “Program, Project, 
or Initiative” text box, please 
enter the percentage of time 

a member will spend with 

each project. The total 

percentage of time spent 

between projects should add 

to 100%.  

 

*Note: a component 

addressing structural 

oppression should take 15% 

of the member’s service time 
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14. Fill in each text box with 

as much detail as possible.  

15. Select 1-5 characteristics 

of the ideal candidate for 

this role. 
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16. A text box will appear in 

relation to certain answers. For 

instance, if your site is 

accessible via public 

transportation, you will be 

prompted to include the 

line/route. 

17. If your site has a specific 

dress code, please be as detailed 

as possible. Avoid answers like 

“business casual” and include 

specifics like “no jeans” or “jeans 
and sneakers allowed on 

Fridays”.  
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18. Selecting any special 

considerations for this position will 

expand a text box. Please describe the 

specifics of this special consideration.  
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19. If proficiency in a language other 

than English is required, please 

include it here.  

20. Please rate the level of language 

proficiency (both speaking and 

reading) that is required of the 

member.  

 

 

 

21. If you are adding more than one 

language, click “Add Proficiency” to 
include information on another 

language or languages.  
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22. Include specifics 

around the member’s 
expected schedule.  

 

 

 

23. If your site offers any 

flexibility in scheduling, 

please describe it here. 
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24. In the “Service 
Analysis Information” 
section, please answer 

all questions and use 

the text boxes to 

include any additional 

information.  

25. Please read and 

acknowledge both the 

“Minimum NHC Member 
Qualifications” as well as 
the “Member Benefits”.  
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Editing and Submitting Position Descriptions 

 

 

 

 

26. Click “Save as Draft” to keep 
an editable copy of this position 

description on your dashboard. 

Click “Submit” to send this 
position description to operating 

site staff to review.  

27. Position Descriptions 

submitted as drafts can 

be edited at any time. 

Click on the blue “Edit” 
button to make changes 

or submit it to your 

operating site staff. 



                        

15 

 

 

 

 

 

 

 

 

28. Position 

descriptions 

submitted to staff 

will be marked as 

“Submitted -
Pending” and you 
will no longer be 

able to edit them.  

29. Your operating site 

staff may request edits to 

your position description. 

If this is the case, you will 

receive an email from 

staff outlining these 

requested edits and the 

position description will 

be marked with “Edits 
Required”. You can now 
edit the position 

description.  
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30. Once the edits have been made, 

select “Resubmit to Staff” to send it to 
operating site staff for further review.  

31. The position 

description will now 

be marked as 

“Resubmitted” and 
you are no longer able 

to edit it. Operating 

site staff will review 

and/or approve 

changes.  
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Thank you for submitting a position description through our NHC Position Description 

Portal! If you have any questions about your member position along the way, please 

reach out to your operating site staff. Questions or comments specific to the portal can 

be directed to Connor Lightcap, NHC National Program Manager, at 

clightcap@healthfederation.org.  

 

 

32. After your position 

description is accepted, 

it will be marked as 

“Completed”. Your 
operating site staff will 

send you a copy to sign 

and retain for your 

records. It will be 

marked as “Signed” 
when this happens.  

mailto:clightcap@healthfederation.org

