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Annex A, U.S. Army Forces Command (FORSCOM) Command Family Readiness 
Representative (CFRR) Program to U.S. Army Forces Command (FORSCOM) Soldier 
and Family Readiness Group (SFRG) Program Operations Order (OPORD) 


References: 


a. Department of Defense Instruction (DODI) 1342.22, Military Family Readiness,   
3 July 2012, Incorporating Change 2, 11 April 2017. 


 
b. Army Regulation 600-20, Army Command Policy, 24 July 2020. 
 
c. Army Regulation 608-1, Army Community Service Center, 19 October 2017. 


 
d. Army Regulation 600-8-8, The Total Army Sponsorship Program, 28 June 2019. 
 
e. Army Directive 2019-17, Changes to Soldier and Family Readiness Groups,       


1 April 2019. 
 
f. HQDA EXORD 233-19, Army-Wide Implementation of the Soldier and Family 


Readiness Group, 16 December 2019. 
 
g. U.S. Army Forces Command (FORSCOM) Home Station Operations (HSO) 


Operations Order, 14 May 2015. 
 


1.  SITUATION.  See base order. 
 
2.  MISSION:   No later than 60 days from the publication date of this order, 
commanders will establish and maintain a CFRR Program for each unit at the brigade 
level and below as an additional duty responsibility of a selected Soldier in the rank of 
sergeant or above to assist the commander in maintaining an effective and responsive 
Soldier and Family Readiness Program at home station.  
 
3.  EXECUTION. 
 
 a.  Commander’s Intent:  The CFRR Program supports my shaping priority to 
improve the health of the force and my belief that personal readiness is the cornerstone 
of unit readiness.  My intent is to ensure there is a framework within each unit at the 
brigade and below level to provide active sponsorship and support of the unit SFRG and 
ensure all unit members, including Family members, are aware of programs and 
services designed to support and sustain their resiliency and overall well-being.  
Establishment of a CFRR at units above the brigade level is recommended but optional. 
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 b.  Concept of Operations:   
 
  (1)  References e and f reforms and eliminates the terms Family Readiness 
Group (FRG) and Family Readiness Liaison (FRL).  They establish the SFRG and 
CFRR Program.  The purpose of the CFRR Program is to provide stability and a vibrant 
unit SFRG Program that links the command team at the brigade and below level with 
unit volunteers; thereby, creating a cohesive unity of effort in supporting Soldiers, 
Civilians, and Family members.  The CFRR serves as the commander’s representative 
to ensure the free flow of information and support between the unit leadership, its 
volunteer base, and unit personnel to include Family members. 
 
           (2)  The Senior Commander (SC) synchronizes and prioritizes all supporting 
installation resources.  The SC will ensure full support of all installation programs to 
support the needs of unit personnel and Families to enable their sustained readiness 
and provide the FORSCOM Family a healthy quality of life. 
  
  (3)  Soldiers, Civilians, and Families have the primary responsibility for their well-
being.  Unit commanders are responsible for developing, executing, and maintaining a 
comprehensive Soldier and Family readiness program that serves the entire unit.  Both 
responsibilities are inextricable and dependent upon one another to ensure a healthy 
organizational climate.  Therefore, a framework must be established and maintained in 
order to provide the support necessary for all unit personnel, including single soldiers 
and Family members, to understand where they may receive information and services 
to meet their well-being needs. 
 
  (4)  The concept for the CFRR Program existed prior to the creation of the 
Soldier and Family Readiness Support Assistant (SFRSA) Program.  Although some 
duties are similar, the SFRSA was never intended to replace the CFRR or any other 
entity or service provider.  Likewise, the CFRR is not intended to replace the unit 
SFRSA nor perform many of the duties assigned to the SFRSA.  
   
  (5)  The CFRR structure as outlined in Appendix A is essential in developing the 
desired framework to ensure a positive Soldier and Family readiness climate within 
units at and below the brigade level.  The structure allows for each unit to receive and 
relay information to and from command teams, steering committees, and unit SFRGs 
throughout the brigade.  This structure is supported by CFRRs at the company, troop, 
and battery level and a Senior CFRR at the battalion and brigade levels. 
 
           (6)  The CFRR shall be an officer or noncommissioned officer (NCO) in the rank 
of sergeant or above with at least 12 months of assignment remaining as of the date of 
appointment.  The CFRR shall not deploy or be scheduled for deployment and may be 
the Soldier pre-designated as the rear detachment commander or NCO.    
 
  (a)  Senior Command Family Readiness Representative (SCFRR).  The SCFRR 
is an additional duty designated in writing by the brigade and battalion commander to 
support the unit’s steering committee regarding Soldier and Family readiness.  The 
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SCFRR provides assistance to subordinate unit CFRRs and facilitates the free flow of 
information regarding Soldier and Family readiness to and from the brigade/battalion 
command teams and the steering committees.  The SCFRR serves as a point of contact 
to ensure subordinate units receive the necessary support from the brigade and 
battalion and provides advice to the brigade/battalion command teams regarding Soldier 
and Family readiness related issues.  The SCFRR does not supervise unit CFRRs in 
the performance of this additional duty assignment.   
 
  (b)  Unit CFRR.  The unit CFRR is an additional duty designated in writing by the 
company level commander as his/her key assistant regarding personnel readiness and 
SFRG representative.  The unit CFRR ensures the free flow of information regarding 
Soldier and Family readiness to and from the unit SFRG, company leadership, SCFRR, 
steering committees, and the brigade and battalion command teams.  The unit CFRR 
assists the commander in maintaining a sufficient pool of volunteers dedicated to 
supporting the needs of the unit’s SFRG Program.  As depicted in Appendix A, the 
CFRR does not supervise the SFRG advisors.  However, the CFRR may supervise, at 
the discretion of the unit commander, all other personnel associated with the SFRG.    
  
  (7)  Command Family Readiness Representative duties are designed to be 
functions that can be performed in conjunction with the Soldier’s military occupational 
specialty and key responsibilities.  The CFRR will not be assigned any other additional 
duties.  The CFRR is NOT considered a SFRSA nor shall the CFRR assume the role of 
a SFRSA.  The CFRR provides the service of a military representative on behalf of 
his/her commander to ensure the SFRG is actively supporting the unit’s Soldier and 
Family Readiness Program.  The CFRR reports to the command team and provides 
advice to his/her leadership regarding the implementation and effectiveness of the 
commander’s Soldier and Family Readiness Program.  The CFRR shall not be 
subordinate to the SFRG advisors, SFRSA, or any unit volunteer.  The CFRR may 
supervise the SFRSA.  Unlike the SFRSA, the CFRR may speak on behalf of the 
commander, conduct training, and is a leader within the Soldier and Family readiness 
structure.  The CFRR should not assume duties until the required training in Appendix C 
has been completed. 
 
  (8)  Commanders shall select Soldiers in the rank of sergeant or above for the 
CFRR additional duty who: 
 
  (a)  Understand the required unity of effort between the brigade, battalion, and 
company level units regarding Soldier and Family readiness. 
 
  (b)  Understand how to develop teams and function as an effective leader and 
team member. 
 
  (c)  Know how to communicate effectively with a civilian volunteer staff both 
orally and in writing. 
 
  (d)  Have at least 12 months retainability. 
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  (e)  Shall not be pending adverse action or investigation and fully supports 
Sexual Harassment and Rape Prevention (SHARP) and Equal Opportunity (EO) 
Program policies. 
 
 c.  Tasks to Staff and Units: 
 
       (1)  FORSCOM Headquarters staff: 
 


(a)  Deputy Chief of Staff G-1:  
 
(1)  Serve as the staff proponent for the CFRR Program. 
  
(2)  Advocate for standardized CFRR training within the Army and ensure key 


aspects of the CFRR Program are documented in the appropriate Army references 
and training material. 


 
(3)  Assist in providing program guidance and direction to commanders.  
 
(4)  Serve as point of contact (POC) for coordination with Installation 


Management Command (IMCOM) for support to commanders and CFRRs. 
 
(b)  Public Affairs: 
   


           (1)  Provide support and guidance of Soldier and Army Family items of interest 
via subordinate public affairs elements. 
 
            (2)  Ensure CFRR responsibilities are promoted in FORSCOM medial efforts. 
 
 (3)  Reinforce subordinate command social media programs and efforts regarding 
Soldier and Family readiness by leveraging posts published at all levels of command. 
 
 (4)  Support Operational Security and Force Protection efforts by providing 
appropriate content review of subordinate command worldwide web and social media sites. 
 


(2)  FORSCOM Corps and MSC Commanders (Less First Army and U.S. Army 
Reserve Command (USARC): 


 
(a)  Ensure CFRRs are assigned in writing at the brigade and below level. 
   
(b)  Develop, publish, and implement written guidance and standing operating 


procedures for CFRRs IAW policies/procedures outlined in this OPORD and guidance 
contained in the listed references.  Ensure appropriate emphasis is placed on support to 
Reserve Component personnel assigned to or supported by the command. 
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(c)  Ensure CFRRs receive the training requirements as outlined in Appendix C.  
Senior commanders may establish additional training requirements as local needs 
dictate.  


 
(d)  Provide Soldier and Family readiness support to units through both the Army 


Community Service and the Reserve Component Family Program staffs.  This support, 
at a minimum, includes providing initial training and continuing education opportunities 
for CFRRs, and SFRG Staff, as well as assisting commanders with establishing and 
maintaining effective SFRGs. 


 
(e)  Establish and promote CFRR implementation and execution guidance in 


accordance with policies/procedures outlined in this OPORD. 
 


 (3)  Commander, First Army: 
 


(a)  Advise and provide oversight to Component 1, 2, and 3 units in the execution 
of the CFRR mission.  


 
(b)  Coordinate and ensure linkage between units and Component 1 garrison 


staffs in support of the CFRR mission. 
 
(c)  Ensure CFRRs receive the training requirements as outlined in Appendix C. 
 
(d)  Develop, publish, and implement written guidance and standing operating 


procedures for CFRRs in accordance with policies/procedures outlined in this OPORD 
and guidance contained in the listed references. 


   
(e)  Ensure CFRRs are assigned in writing at the brigade level and below. 
 
(4)  Commander, United States Army Reserve Command (USARC): 
 
(a)  Advise and provide oversight to USARC units in the execution of the CFRR 


mission.  
  
(b)  Coordinate and ensure linkage between units and Component 1 garrison 


staffs in support of the CFRR mission. 
 
(c)  Ensure CFRRs receive the training requirements as outlined in Appendix C. 
 
(d)  Develop, publish, and implement written guidance and standing operating 


procedures for CFRRs in accordance with policies/procedures outlined in this OPORD 
and guidance contained in the listed references.   


 
(e)  Ensure CFRRs are assigned in writing at the brigade level and below. 
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      d.  Coordinating Instructions:    
 
           (1)  This order is effective for execution upon receipt. 
 
  (2)  Commanders will publish standing operating procedures utilizing this order 
and the references listed to establish their CFRR Program. 
 
   (3)  The unit CFRR Program shall be included in the parent unit’s Organizational 
Inspection Program.  
 
4.  SUSTAINMENT.   
 


a. CFRR Program Structure (see Appendix A). 


b. CFRR Duties and Responsibilities (see Appendix B). 


c. CFRR Training Requirements (see Appendix C). 
 


5.  COMMAND AND SIGNAL.  
 
 a.  FORSCOM staff lead for the CFRR Program is the Deputy Chief of Staff, G-1.  
 
 b.  Point of contact for this action is Mr. Jerry L. Crutch, 910-570-6141 (DSN 670), 
jerry.l.crutch.civ@mail.mil  
 
 
     
         GARRETT, GEN 
                  COMMANDING 
 
 
OFFICIAL: 
 
 
COSTANZA, BG 
G-3/5/7 
 
Appendixes: 
 
A - Family Readiness Liaison Program Structure 
B - Family Readiness Liaison Duties and Responsibilities 
C - Family Readiness Liaison Training Requirements 
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Annex B, Soldier and Family Readiness Support Assistant (FRSA) Program to U.S. 
Army Forces Command (FORSCOM) Soldier and Family Readiness Group (SFRG) 
Program Operations Order (OPORD) 
 
 
REFERENCES: 
 
     a.  Army Regulation (AR) 600-20, Army Command Policy, 24 July 2020. 
 
     b.  Army Regulation 608-1, Army Community Service Center, 19 October 2017. 
 
     c.  ALARACT 120/2009 HQDA EXORD 183-09 ISO Family Readiness Support 
Assistants (FRSA), 1 May 2009.  
 
     d.  Department of the Army Financial Management Guidance for Mobilizations and 
Deployments w/cover memorandum (SAFM-BU), 7 October 2019. 
 
     e.  U.S. Army Forces Command (FORSCOM) Personnel Review Board (PRB)        
10 October 2019. 
 
1.  SITUATION.  See base order. 


 
2.  MISSION.  See base order.   
 
3.  EXECUTION. 


 
a.  Commander’s Intent.  My intent is to provide clear guidance to subordinate 


commanders concerning how the FRSA Program is to be executed within FORSCOM.  
SFRSAs are intended to provide deployable unit commanders with assistance for those 
administrative tasks associated with Soldier and Family readiness.  I do not intend for 
SFRSAs to represent or speak on behalf of the commander; nor will FRSAs be 
supervisors, trainers, or the performers of duties that are inherently the responsibility of 
other agencies, groups, or individuals by position. 


 
b.  Concept of Operations. 


 
           (1)  The SFRSA Program requires implementation guidance to commanders as 
the program relates to unit readiness.  This annex serves that purpose.  
 
  (2)  In regards to reference c, FORSCOM no longer has permanent SFRSA 
authorizations on its Augmentation Table of Distribution and Allowances (AUGTDAs) for 
deployable units.  “Deployable” is defined as a unit with a Modified Table of 
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Organization and Equipment (MTOE) that is subject to a movement order in support of 
an Army mission.  See appendixes a – c for FORSCOM SFRSA Program employee 
position information.  These appendixes were developed for units to rapidly hire 
temporary or term SFRAs. 
 


(a)  Deploying commanders utilizing Overseas Contingency Operations (OCO) 
funding may, IAW references d and e, hire on a temporary or term basis a FRSA for 
each of their subordinate deploying battalions regardless of size.  Commanders will 
abide by the current OCO funding guidance when deciding to hire a FRSA.  Units not 
receiving OCO funding for a deployment related mission cannot hire a FRSA unless 
requested and approved IAW reference e. 


 
(b)  FORSCOM administratively considers a unit, formation, element, or entity 


deployed when at latest arrival date (LAD) 50% plus one Soldier is in theater against the 
deploying element’s total theater requirements.  Commanders have discretion regarding 
the amount of time the FRSA is in position before and after deployment; however, the 
total (before and after) time shall not exceed 150 days.  For example, the FRSA shall be 
in place no more than 90 days prior to the deploying formation’s LAD through return 
plus 60 days.  Return is when 51% of the unit is at home station.  Unit, formation, 
element, or entity is intended to be descriptive of the many different organizational 
levels and methods FORSCOM deploys forces in respect to mission requirements.   


 
(c)  SFRSAs shall not be permanently assigned to an AUG TDA nor assigned or 


attached to the Senior Commander’s staff.  The requirements in this order shall not lead 
to an installation based SFRSA support model nor a SFRSA hierarchy system.      
 
  (3)  Deploying unit commanders shall utilize SFRSAs as a tool to increase the 
effectiveness of the unit’s Soldier and Family Readiness Program to include supporting 
the unit’s SFRG as outlined in the base order.  Standard position description FC002A 
will be the position description of record for all SFRSAs.  The position description is at 
appendix a.  No other position description will be used and changes will not be made 
without the approval of the FORSCOM Deputy Chief of Staff (DCS), G-1.  Appendixes b 
and c are a completed Strategic Recruitment Discussion and a job analysis both 
suitable for submission to the servicing CPAC with the initiation of the recruitment action 
to fill SFRSA vacancies.  Neither of these two documents are mandatory, they are 
intended to reduce the workload for the hiring manager and reduce the time to fill 
SFRSA vacancies.  
 
  (4)  IAW reference a, Soldier and Family readiness is a commander’s 
responsibility.   The SFRSA Program is a commander’s program and, as such, the 
commander has overall responsibility for the conduct of the program within his/her 
organization.  Therefore, SFRSAs are under the direct command and control of unit 
commanders.  However, the day-to-day oversight and supervision of the SFRSA may 
be delegated to a unit staff element such as the Rear Detachment Commander/NCO, 
G-1, S-1, or Command Family Readiness Representative (CFRR).  The SFRSA shall 
not be supervised by a volunteer. 
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  (5)  Within the SFRSA Program, there is no hierarchical structure.  SFRSAs will 
not supervise other SFRSAs (i.e., brigade SFRSAs are not to supervise battalion 
SFRSAs).  As such, the SFRSA supports the specific commander and SFRG to which 
assigned.  
 
  (6)  The SFRSA provides direct daily administrative support to the SFRG as 
determined by the commander within the scope of this order including appendixes a – c.  
Commanders will focus all SFRSAs on the duties outlined in their specific position 
description at appendix a.  No upgrades in position or grade structure is authorized.   
 


c. Responsibilities. 
 
  (1)  FORSCOM Deputy Chief of Staff, G-1. 
    
   (a)  Serves as the Commanding General’s representative for the SFRSA 
Program. 
 
   (b)  Coordinates with the commanders and G-1/S-1 organizations at 
subordinate elements (corps/division/brigade/battalion) to ensure full implementation of 
the program and to deconflict issues pertaining to the program.   
 
   (c)  Conducts annual reviews to ensure program compliance. 
 
   (d)  Develops and implements FORSCOM SFRSA policy guidance. 
 
   (e)  Coordinates SFRSA initiatives with HQ, Department of the Army. 
 
  (2)  FORSCOM Brigade and Battalion Commanders. 
 
   (a)  Serves as the point of contact (POC) or establishes a POC within the unit, 
for implementation of the SFRSA Program IAW this order and to exercise oversight 
responsibility of the SFRSA employee.  
 
   (b)  Provides daily operational oversight of SFRSA activity IAW this order. 
 
   (c)  Provides appropriate work space and equipment for the SFRSAs 
including computer (w/appropriate software), furniture, telephone, internet access, office 
supplies, and access to a printer, copier, fax machine, and shredder.  SFRSAs may be 
required to work non-standard hours due to the nature of their work, which may require 
access to their workspace during weekends, early morning, and evening hours. 
 
   (d)  Facilitates security clearance processing for assigned SFRSA employee, 
if required. 
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   (e)  Coordinates with appropriate community resources (i.e., Army 
Community Service (ACS)) to ensure relevant training is obtained throughout the 
employment life cycle. 
 
   (f)  Initiates adverse actions (i.e., conduct and performance) IAW Title 5 Code 
of Regulations, Chapter 752 and Chapter 432. 
 
   (g)  Tracks evaluations, work hours, pay, leave, and other administrative and 
personnel matters through commanders and/or the commander’s representative.  
Evaluations are written IAW Department of Defense Instruction (DODI) 1400.25 Vol 431 
Defense Performance Management and Appraisal Program.  Resolves issues as they 
arise. 
 


      (h)  Ensures all Civilian employee supervisors complete the supervisory 
development course within six months of assignment to a supervisory position and 
every three years thereafter as required by NDAA 2016. 


 
(3)  Soldier and Family Readiness Support Assistant First Line Supervisor. 
 


(a)  Plans work to be accomplished by subordinates, set and adjust short-
term priorities, and prepare schedules for completion of work. 


 
   (b)  Assigns work to subordinates based on priorities, selective consideration 
of the difficulty and requirements of assignments, and the capabilities of employees.  
 
                (c)  Develops performance standards and evaluate subordinate work 
performance. 
 
   (d)  Gives advice, counsel, or instruction to the FRSA on both work and 
administrative matters.  Additionally, hear and resolve complaints from employees. 
 
   (e)  Identifies developmental and training needs of employees, providing or 
arranging for needed development and training. 
 
   (f)  Finds ways to improve production or increase the quality of the work 
directed. 
 
   (g)  Finds and implement ways to eliminate or reduce significant bottlenecks 
and barriers to production, promote team building, or improve business practices. 
 
 (h)  Recommends awards or bonuses for nonsupervisory personnel and 
changes in position classification, subject to approval by higher level officials, 
supervisors, or others.  
 
   (i)  Approves/disapproves leave and certify time and attendance records for 
subordinate employees. 
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           (j)  Completes the civilian employee supervisory development course within 


six months of assignment to a supervisory position and every three years thereafter as 
a refresher. 
 


d. Soldier and Family Readiness Support Assistant (appropriate activities).  
  


  (1)  While the list of duties and responsibilities is not all inclusive, it highlights the 
more significant roles and responsibilities to be carried out by the SFRSAs.  The 
specific role is administrative in nature and is not designed to provide Soldier and 
Family Program management nor SFRG leadership. 
 
 (2)  Coordinates training for commanders and SFRG members, to include 
maintaining the critical communication links between commanders, CFRRs, and SFRG 
personnel. 
 


      (3)  Works collaboratively with the Army Volunteer Corps Coordinator or 
appropriate personnel to assist supported commands to recruit and maintain an active 
volunteer force.  This support includes being the administrative point of contact for the 
unit’s volunteer program.  The focus of these duties is: maintaining files on volunteers, 
being the unit’s Organizational Point of Contact (OPOC) for the Volunteer Management 
Information System (VMIS) or other official Army system, and managing volunteer 
positions, applications, and hours.  Within VMIS these duties include posting position(s), 
reviewing and accepting applications, and certifying hours for the organization.   


 
 (4)  The SFRSA will assist the SFRG leadership in completing volunteer award 


nominations, coordination for the provision of formal training of volunteers and 
command personnel, coordinating local installation resources to work with the SFRG, 
and maintaining an effective communication link with SFRG volunteers. 


 
(5)  Assists supported units and the SFRG with publishing SFRG newsletters, 


developing and maintaining rosters and telephone trees, and coordinating SFRG 
meeting times and locations.  Also assist with the establishment and maintenance of the 
unit’s virtual SFRG (vFRG) and social media websites. 


 
    (6)  Assists commanders, CFRRs, or designated representatives with scheduling 
required training and briefings specific to the deployment cycle.  This includes, but is not 
limited to pre-deployment, ongoing deployment, re-deployment, and reintegration 
briefings utilizing official Army training material.  Arranges technical briefings, 
orientations, and workshops for the command, Soldiers, and Family members in the 
areas of pre-deployment, deployment, re-deployment, and reintegration.  Also, 
coordinates these meetings with and for the SFRG members. 
 


      (7)  Works with commanders, CFRRs, the SFRG, and the Total Army Family 
Program representative or other designated personnel, including ACS employees to 
ensure timely and accurate information is relayed to Soldiers and Families. 
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           (8)  Serves as a liaison to community resources for incoming/outgoing Soldiers 
and their Families for services such as relocation packets, housing information, Family 
care plans, and for assistance and information on available health care programs. 
 
 (9)  Assists with the development of Standard Operating Procedures (SOPs) for 
Soldier and Family readiness related documents by providing input, typing, and editing. 
 
 (10)  Provides information and coordinates as required with the CFRR, steering 
committees, and other individuals responsible for Soldier and Family readiness. 


 
 e.  Soldier and Family Readiness Support Assistants can be utilized to. 
            


(1)  Provide referral information to Soldiers and Family members regarding 
specialized assistance. 


 
(2)  Coordinate with local installation/community agencies (i.e., ACS, Provost 


Marshal, Staff Judge Advocate, Public Affairs, etc.) to provide personnel to train and 
execute initiatives during increased demand for various resources caused by surges in 
deployment and heightened security requirements. 


 
(3)  Advertise and provide assistance with Soldier Readiness Processing (SRP), 


reverse SRP, reintegration, re-deployment, and pre-deployment briefings for all 
personnel associated with the unit to ensure maximum participation. 


 
(4)  Participate in installation mobilization exercises where SFRG Family 


assistance is required. 
 


(5)  Ensure SFRG information in the Yellow Ribbon Room or similar type facility 
(if applicable) is continually updated and accurate.  Ensure that volunteer SFRG 
members are informed and updated as changes occur in materials and guidance.  


 
(6)  Attend (at the discretion of the commander) Command and Staff and SFRG 


Steering Committee meetings or other duty related unit level meetings.  Provide 
appropriate feedback to the Command, CFRR, and SFRG members, and other 
designated personnel. 


 
(7)  Attend unit in/out processing to provide appropriate information, maintain 


SFRG data sheets or rosters on unit Soldiers and Families for the purpose of readiness 
activities.  Rosters will be shared with appropriate unit personnel, CFRR, and SFRG 
volunteers. 


 
(8)  Coordinate logistics (location, equipment, guest speakers, child care, etc.) 


and advertise Soldier and Family readiness related events, meetings, and briefings.   
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(9)  Assist commanders, CFRRs, designated personnel, and SFRG members 
with preparation for unit Command and Inspector General inspections. 


 
         (10)  Maintain a reference of resources (documents and/or databases) to serve for 
research or advisory purposes to address issues, questions, or concerns.   


 
         (11)  Develop, maintain, and appropriately share files related to unit Soldier and 
Family readiness best practices. 


 
         (12)  Assist commanders, CFRR, and designated personnel IAW reference a and 
b, in tracking and ensuring informal fund custodians submit informal fund reports as 
required. 


 
 f.  The SFRSA is prohibited from involvement in the following activities. 
 
      (1)  Performing services provided by existing resources in the military community 
(i.e., training offered through ACS, Army Family Team Building (AFTB) training, etc.). 
 
  (2)  Carrying out the roles and responsibilities of the SFRG leadership, including 
leading SFRG meetings. SFRSAs will NOT serve as, nor replace, the commander, 
CFRR, senior advisor, informal fund custodian, or the unit’s official spokesperson.        
 


(3)  Becoming personally involved in fundraising activities or CARE Teams 
(coordination for team training and roster maintenance is permissible) or personally 
accountable for monies in any SFRG’s informal fund. 
 


(4)  Performing casualty notification or casualty assistance duties or providing 
direct support to affected Families.   
 


(5)  Assisting with suicide prevention activities–this responsibility belongs to the 
Chaplain or applicable community resources.  SFRSAs will refer, as necessary, and 
report to the commander, supervisor, or CFRR, as required. 
 


(6)  Teaching Soldier and Family readiness training or any other training currently 
provided by established community resources or appropriately designated individuals. 
 


(7)  Serving as the subject matter expert for installation/Army Family Readiness. 
 
(8)  Maintaining personal calendars for commanders, CFRRs, supervisors, senior 


spouses, or volunteers. 
 
(9)  Supervising any Government employee, including Soldiers and subordinate 


unit SFRSAs or serve in a leadership role.  SFRSAs will not be involved in any part of the 
hiring or selection process for SFRSA positions. 
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         (10)  Participating as members of any boards or committees during duty hours 
whether in or outside of the unit or for profit or nonprofit entities.   
 
         (11)  FRSAs will not represent the commander, CFRR, advisor, or any other leader 
at any meeting or session and will avoid the perception of improper activities as required 
of all Government employees. 


 
g.  Training.   
 


(1)  SFRSA training, conducted by the local ACS, should be completed by the 
FRSA within the first 90 days of duty assignment.     


 
(2)  Required (90 day) training will include the AFTB levels 1 and 2, SFRG related 


training, Rear Detachment Commanders Course, and the Volunteer Management 
Information System (VIMIS) Course or other designated training by the commander, 
CFRR, and local ACS office. 


 
i.  Labor Relations.  Supervisors will consult their local collective bargaining 


agreements and fulfill any statutory labor relations obligations that may arise when 
implementation of any policy or management decision changes or impacts the 
conditions of employment for bargaining unit employees. 


 
4.  SUSTAINMENT.  See base order. 
 
5.  COMMAND AND SIGNAL.  
 
 a.  FORSCOM staff lead for the Soldier and Family Readiness Program is the 
Deputy Chief of Staff, G-1.  
 
 b.  Point of contact for this action is: 
 
     (1)  Mr. Jerry L. Crutch, 910-570-6141 (DSN 670), jerry.l.crutch.civ@mail.mil  
 
  (2)  For Civilian Personnel matters, Ms. Lynne Meriwether, 910-570-5112     
(DSN 670), Joanna.l.meriwether.civ@mail.mil 
 
 


 
     


                  GARRETT, GEN 
               COMMANDING 


 
 
OFFICIAL: 
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Appendixes: 
 
Appendix A – USA JOBS Announcement SFRSA 245421  
Appendix B – SRD SFRSA (Office Automation) MSE  
Appendix C – SFRSA Job Analysis (Office Automation) MSE  
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ARMY POSITION DESCRIPTION


PD#: PDFCMLOT0361 Sequence#: VARIES Replaces PD#: FC002A 


SOLDIER AND FAMILY READINESS ASSISTANT (OA)


GS-0303-06


POSITION LOCATION: 


Servicing CPAC: Universal CCPOID used for creating SPD Agency: VARIES
Installation: VARIES Army Command: VARIES
Region: STANDARD Command Code: VARIES


POSITION CLASSIFICATION STANDARDS USED IN CLASSIFYING/GRADING 
POSITION:


Citation 1: OPM PCS MISC CLERK & ASST SERIES, GS-303, NOV 79
Citation 2: OPM PCS MGMT & PROG CLER & ASST SERIES, GS-344, MAY 93
Citation 3: OPM GLG / CLERICAL & ASST WORK, JUN 89
Citation 4: OPM PCS OFFICE AUTO CLER & ASST SERIES, GS-326, NOV 90
Citation 5: OPM OFFICE AUTOMATION GEG, NOV 90
Citation 6: OPM PCS SECRETARY SERIES, GS-318, JAN 79


Supervisory Certification: I certify that this is an accurate statement of the major duties 
and responsibilities of this position and its organizational relationships, and that the 
position is necessary to carry out Government functions for which I am responsible. This 
certification is made with the knowledge that this information is to be used for statutory 
purposes relating to appointment and payment of public funds, and that false or misleading 
statements may constitute violations of such statutes or their implementing regulations.


Supervisor’s Name: HQ FORSCOM Date Certified: 09/29/2020


Classification Review: This position has been classified/graded as required by Title 5, 
U.S. Code in conformance with standard published by the U.S. Office of Personnel 
Management or if no published standards apply directly, consistently with the most 
applicable published standards. 


Classified By: HQ FORSCOM G1 Date Classified: 09/29/2020


Position Cursory Review: This position description (PD) has been reviewed and it is 
determined that: the major duties equal 100%; the statement Performs other duties as 
assigned (PODAA) is present; where applicable, the factors, levels, and points are identified 
directly under PODAA, add up correctly, and the Point Range for the grade is present; and, 
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the Conditions of Employment are properly identified in the Conditions of Employment & 
Notes section and at a minimum include Temporary Duty Travel (TDY) 25% or more (may 
be less if requested by management). The PD is in the format of the classification standard 
of record, and the standard(s) is/are cited properly, and the title/series/grade are properly 
determined based on the standard. The FLSA is correct and when it is determined that the 
position is Exempt, a complete explanation is provided, and all outdated/obsolete forms are 
removed. (All position descriptions require a cursory review upon initial verification in 
FASCLASS and may be reviewed again every 5 years thereafter, or before if OPM issues a 
new classification standard or guide).


Reviewed By: LEORA ANDERSEN, CHRA,SC 
REGION Date Reviewed: 09/29/2020


POSITION 
INFORMATION:
Cyber Workforce: 


• Primary Work Role:
VARIES


• Additional Work
Role 1: VARIES


• Additional Work
Role 2: VARIES


FLSA: NON-EXEMPT
FLSA Worksheet: NON 
EXEMPT
FLSA Appeal: NO
Bus Code: VARIES
DCIPS PD: NO


• Mission Category:
• Work Category:
• Work Level:


Acquisition Position: NO 
• CAP:
• Career Category:
• Career Level:


Functional Code: 00
Interdisciplinary: NO
Supervisor Status: 
VARIES
PD Status: VERIFIED 
DCA Override: NO


CONDITION OF 
EMPLOYMENT:
Drug Test Required: 
VARIES   
Financial Management 
Certification: 
Position Designation: 
VARIES
Position Sensitivity: 
VARIES
Security Access: VARIES
Emergency Essential:
Requires Access to 
Firearms: VARIES
Personnel Reliability 
Position: VARIES
Information Assurance: N
Influenza Vaccination: 
NO
Financial Disclosure: NO   
Enterprise Position: 
VARIES


POSITION ASSIGNMENT:
Competitive Area: VARIES
Competitive Level: 
VARIES
Career Program: VARIES
Career Ladder PD: NO
Target Grade/FPL: 06
Career Pos 1:
Career Pos 2:
Career Pos 3:
Career Pos 4:
Career Pos 5:
Career Pos 6:


POSITION DUTIES:
CLC: 00P0


THIS IS A FORSCOM STANDARDIZED POSITION DESCRIPTION. ANY MODIFICATIONS ARE 
STRICTLY PROHIBITED UNLESS AUTHORIZED BY HQ FORSCOM G1.


MAJOR DUTIES


The Soldier and Family Readiness Support Assistant (SFRSA) serves as the administrative 
assistant for the unit’s Soldier and Family Readiness Group (SFRG) Program. The 
incumbent performs a variety of clerical, technical, and administrative duties in support of 
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the SFRG Program, the unit commander, the Command Family Readiness Representative 
(CFRR), volunteer Soldier and Family Readiness Group (SFRG) leaders and workers, and in 
implementing and maintaining family support services for family members separated from 
the military sponsor due to mobilization/deployment and training efforts, or other duty 
requirements in support of the deployment cycle. As such, contributes to combat readiness 
by promoting efficient and effective communication between the command, SFRGs, 
community resources and Family members. Demonstrates sensitivity to the diverse needs 
of mobilized or deployed Soldiers and Family members during pre-deployment, 
mobilization/deployment, redeployment, and reintegration.


1. Maintains oversight of SFRG activities within the unit and updates the Commander,
CFRR, or designated representative on the program status, controversial issues, and
services available to Soldiers and Family members. Provides assistance, information,
referral, and follow-up on all areas of Soldier and Family readiness support programs.
Identifies requirements related to Soldier and Family readiness and participates in the
development of local programs and policies needed to respond to the needs of program
participants. Works closely with Army Community Services to maintain knowledge of latest
changes in the Soldier and Family Readiness Program and up-to-date referral information
on Army Family policy and community resources. Answers questions from the Unit
Commander, CFRR, staff, and SFRG Leaders, and provides updates on the status of the
unit’s Soldier and Family readiness. 25%


2. Works closely with the Unit Commander, CFRR, SFRG leaders, garrison agencies (i.e.,
Army Community Service (ACS), chaplains, Military Family Life Consultants (MFLC), and
Morale, Welfare and Recreation (MWR) activities, etc.) to plan, schedule, and coordinate
briefings, orientations and workshops on Soldier and Family readiness issues which are
held to inform Soldiers and Family members regarding the functions of the Soldier and
Family Readiness Group Program and a variety of deployment and reunion issues.
Coordinates the date, time, facilities, speakers, child-care, etc. for these briefings,
workshops and orientations. Prepares and distributes written information such as flyers,
letters, calendars, newsletters, housing information, relocation packets, health care
information, etc. To ensure timely and accurate information is relayed to Soldiers and their
Family members, incumbent publicizes flyers announcing changes and updates to well-
being programs, to include available services, health benefits, family benefits and
education, and other information promoting unit esprit de corps and wellness. Refers
Soldiers and Family members as appropriate for more specialized assistance. Maintains
regular and consistent communication with the CFRR, telephonic/electronic contact with
SFRG Leaders, Rear Detachment Commanders (RDCs), Army Community Service
(ACS)/Family Programs staff, and if applicable the HQ MEDCOM Soldier and Family
Programs Coordinator for up to date information on Soldier and Family readiness activities
and issues. Attends SFRG and steering committee meetings upon request. 25%


3. Participates in the recruitment and training of an active Soldier and Family readiness
volunteer workforce. Works with the ACS and other garrison agencies, major subordinate
commands, and units in the recruitment and training process. Maintains effective
communication with Soldier and Family readiness volunteers, ensuring volunteer forms are
properly signed and maintained and volunteer hours submitted monthly. Through the
Volunteer Management Information System (VMIS), assists in managing the command’s
marketing program for Soldier and Family readiness training. Also, assists in the formal
training of command personnel relative to Soldier and Family readiness program
responsibilities. 15%


4. Performs a variety of general office clerical duties in support of the Soldier and Family
readiness program. Receives calls and provides customer service. Routes calls and visitors
based upon knowledge of programs and operations. Personally answers routine and non-
technical requests for information such as status of reports, suspense dates for matters
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requiring compliance, and similar information readily available from files in a timely and 
accurate manner. Updates and provides calendar of SFRG activities to the Unit 
Commander, CFRR, or designated representative in an effort to minimize conflicts in 
scheduling. Promptly refers conflicts in scheduled activities to supervisor for resolution. 
Prepares correspondence, newsletters, flyers, rosters, reports, and requests from draft into 
final form for signature and mailing or distribution. Monitors suspenses and processes non-
technical correspondence through appropriate channels. Assures proper safekeeping, 
storage and destruction of SFRG records, Soldier and Family Readiness Army regulations 
and policies, and computer output. 20%


5. Performs a variety of office automation duties. Incumbent operates a personal computer
and/or electronic typewriter to prepare correspondence, reports, and other documents.
Uses a variety of office automation software (e.g., MS Office Suite) for a variety of office
functions. Uses word processing software to prepare, copy, edit, store, retrieve, and print
a variety of correspondence and memoranda. Incumbent selects the software to use and
the procedures to format the documents. Uses graphics software to prepare, copy, edit,
store, retrieve, and print a variety of briefing charts and information, which best presents
the materials to be reviewed, and a variety of graphics information to support a variety of
reports and correspondence. Enters, stores, updates, and retrieves a variety of information
to maintain an automated database. Uses a variety of advanced software functions
including tables, columns, and graphics to prepare complex formats for documents.
Ensures correct formats, spacing, enclosures, attachments, and preparation of materials in
final format as prescribed by reference publications. Assists with the establishment and
maintenance of the unit's virtual Soldier and Family Readiness Group (SFRG) and Army
Knowledge Online (AKO) websites. The skills of a fully qualified typist are required. 15%


Performs other duties as assigned.


Factor 1, Knowledge Required By The Position, Level 1-4, 550 Points


- Comprehensive knowledge of current Soldier and Family Readiness Program
requirements, resources, available services, and administrative rules, guidelines,
regulations, precedents, objectives and policies sufficient to effectively and efficiently serve
as the administrative assistant for the Program.


- Knowledge of current community and social service agencies, resources, and available
services on the installation and surrounding community is required, as they relate to the
services available through the Soldier and Family Readiness Group Program.


-Skills in oral and written communication sufficient to prepare correspondence, briefings,
reports, verbally coordinate and collaborate with a variety of personnel, social service
agencies, and organizations including volunteers, military sponsors, their Family members,
Unit Commanders, CFRRs, staffs, and a variety of local community agencies, etc.


-Skills in applying basic data gathering methods and analysis sufficient to collect and
analyze various types of administrative/factual information.


-Ability to interpret administrative guidelines relating to the Soldier and Family Readiness
Group Program and to communicate this information to program participants, users,
coordinators, and managers.


-Ability to work with other staff elements and provide advice, guidance, or assistance
needed to coordinate and complete Soldier and Family Readiness Program actions and
issues.


-Skills and proficiency in using a computer and various standard software programs to
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perform various office automation functions, including, word processing, graphics, 
spreadsheets, forms, briefing charts, flyers, etc. Skills in operating an electronic 
typewriter, word processor, and/or personal computer, using a standard typewriter style 
keyboard with additional functional keys to produce work accurately and efficiently. Skills 
in operating related equipment such as printers and modems. Skills in operating a copier, 
fax machine, and other office equipment. The skills of a fully qualified typist are required.


Factor 2, Supervisory Controls, Level 2-2, 125 Points


Works under the general supervision of the Unit Commander, CFRR, or designated 
representative, who: (1) makes assignments by providing general standing instructions on 
what is to be done, data and information required, and deadlines for assignments; (2) 
assists the employee or provides additional instructions for new, difficult, or unusual 
assignments; however, relies on the employee to independently plan and carry out 
recurring assignments, referring problems and unfamiliar situations not covered by 
previous instructions to the supervisor for further guidance; and (3) evaluates completed 
work for technical appropriateness and accuracy, and compliance with regulations, 
established policies, and instructions. 


Factor 3, Guidelines, Level 3-3, 275 Points


Guidelines are in the form of regulations, policies, instructions, and procedures that lack 
specificity or are not completely applicable to all work requirements, circumstances, or 
problems encountered. The employee uses judgment in interpreting and adapting 
guidelines to specific situations such as determining whether proposed actions are within 
the scope of established delegated authority or assigned function. The employee analyzes 
guidelines/applicability of guidelines and recommends changes to accommodate variances 
to successfully accomplish work within assigned mission requirements. Significant 
deviations from established guidelines or issues and problems requiring significant 
judgment are discussed with the supervisor for guidance or resolution.


Factor 4, Complexity, Level 4-3, 150 Points


The work consists of various duties, projects, or assignments involving different and 
unrelated technical and administrative processes and procedures; requirements to gather 
and analyze various types and sources of information; and recurring and non-recurring 
problems, issues, conflicts related to the Unit’s Soldier and Family Readiness Group 
Program. The employee decides what needs to be done by considering the 
interrelationships of the various issues and parties involved; selects and applies the most 
suitable procedure, methods and precedents to identify the need; and makes 
recommendations for resolving problems. 


Factor 5, Scope and Effect, Level 5-3, 150 Points


The purpose of the work is to plan and carry out assignments to improve the effectiveness 
and efficiency of the Unit’s Soldier and Family Readiness Program. The work affects the 
Army, FORSCOM, and the Unit’s Soldiers and Family members impacted by the 
deployments/mobilization cycle, training events, and contributes to combat readiness by 
promoting efficient and effective communication between all parties involved.


Factors 6 & 7 Personal Contacts and Purpose of Contacts, 
Level 2B, 75 Points


The employee has contact with Unit Commanders, CFRR, staff, military sponsors, Family 
members, volunteer personnel, installation well-being and community services 
representatives, Soldier and Family Readiness Group Program representatives, social 
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services agencies in the surrounding community, etc. 


The purpose of the contacts is to plan, coordinate, or advise on work efforts; maintain 
effective communication; resolve administrative operating problems; and influence or 
motivate individuals or groups to comply with or work towards mutual goals of the Soldier 
and Family Readiness Group Program. 


Factor 8, Physical Demands, Level 8-1, 5 Points


The work requires no special physical demands. It involves some walking, standing, 
bending, lifting, or carrying of light items.


Factor 9, Work Environment, Level 9-1, 5 Points


The work is performed in an office or similar setting that is adequately lighted and climate 
controlled. The work requires normal safety precautions against everyday risks or 
discomforts of an office environment.


TOTAL POINTS: 1335 
1105-1350 = GS-06 (Assistant Duties)


The Office Automation duties are determined to be equivalent to the GS-04 grade level.


Fair Labor Standards Act (FLSA) Determination = (NON EXEMPT) 


1. Availability Pay Exemption - (e.g., Criminal Investigators, U.S.
Customs and Border Protection pilots who are also Law Enforcement
Officers).
2. Foreign Exemption - (Note: Puerto Rico and certain other locations
do not qualify for this exemption – See 5 CFR 551.104 for a list of
Nonexempt areas.)
3. Executive Exemption:


a. Exercises appropriate management responsibility (primary duty)
over a recognized organizational unit with a continuing function,
AND
b. Customarily and regularly directs 2 or more employees, AND
c. Has the authority to make or recommend hiring, firing, or other
status-change decisions, when such recommendations have
particular weight.


Note: Shared supervision or “matrix management” responsibility for a 
project team does not meet the above criteria. Limited “assistant 
manager” functions or “acting in the absence” of the manager does not 
meet the above criteria. 
4. Professional Exemption:


a. Professional work (primary duty)
b. Learned Professional, (See 5 CFR, 551.208 ) (Registered Nurses,
Dental Hygienists, Physician’s Assistants, Medical Technologists,
Teachers, Attorneys, Physicians, Dentists, Podiatrists, Optometrists,
Engineers, Architects, and Accountants at the independent level as
just some of the typical examples of exempt professionals). Or
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c. Creative Professional, (See 5 CFR, 551.209 ) (The primary duty
requires invention and originality in a recognized artistic field (music,
writing, etc.) and does not typically include newspapers or other
media or work subject to control by the organization are just some
examples of Creative Professionals). Or
d. Computer Employee, (See 5 CFR, 551.210 ) ( must meet salary
test and perform such duties as system analysis, program/system
design, or program/system testing, documentation, and
modification). Computer manufacture or repair is excluded (non-
exempt work).


5. Administrative Exemption:
a. Primary duty consistent with 5 CFR 551 (e.g.; non-manual work
directly related to the management or general business operations
of the employer or its customers), AND job duties require exercise of
discretion & independent judgment.


  FLSA Conclusion: 
  Exempt 


   Non Exempt 


FLSA Comments/Explanations: 


FLSA EVALUATION OUTLINE: This position does not meet any of the exemption criteria for 
Foreign, Professional, or Administrative. The position performs nonsupervisory clerical, 
technical, and assistant work that do not require exercising discretion and independent 
judgment on a regular and recurring basis, and assessing situations and developing 
recommendations, solutions, or new approaches. Therefore, the position is Non-Exempt.


CONDITIONS OF EMPLOYMENT & NOTES:


Incumbent may be required to perform temporary duty travel up to 10% of time.


A qualified typist is required.


POSITION EVALUATION:


SUPPLEMENTAL EVALUATION OF THE CLERICAL AND ASSISTANCE WORK:


1. References:


a. OPM PCS Miscellaneous Clerk & Assistant Series, GS-303, Dec 1996
b. OPM PCS GLG for Clerical & Assistance Work, Jun 1989
c. OPM PCS Office Automation Series, GS-0326, Nov 1990
d. OPM PCS Office Automation Grade Evaluation Guide, Nov 1990
e. OPM PCS Secretary Series 0318, Jan 1979
f. OPM PCS MGMT & PROG CLER & ASST SERIES, GS-344, MAY 93


2. Title and Series Determination: This position performs clerical, assistant, and technical
work to support the mission, operations, and functions of the Army Unit Soldier and Family
Readiness Support Group (SFRG) program. In performance of the clerical, assistant, and
technical work, the incumbent uses several work-related websites. The work performed is
miscellaneous in nature, follows a one-grade interval pattern of progression, and is not
classifiable in any other established series. Therefore, the position is properly allocated to
the GS-0303 series. The title of Soldier and Family Readiness Support Assistant
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appropriately describes the primary purpose of the position in support of the mission, 
operations, and functions the Army Unit SFRG program. The duties of the position require 
the skills of a fully qualified typist to perform office automation (OA) functions; therefore, 
“OA” is added as a parenthetical to the basic title.


3. Grade Determination: The grade of positions allocated to the GS-0303 series is
determined based upon evaluation of the duties against two grade level narrative
description factors, Nature of Assignment and Level of Responsibility:


a. Nature of Assignment: The work consists of performing a full range of clerical, technical,
and assistant work assignments involving different and unrelated steps, processes, or
methods in support of the Soldier and Family Readiness Program. The employee must
identify and understand the issues and determine what steps and procedures are necessary
and the correct order for performing the tasks. Completion of each transaction typically
involves selecting a course of action from a number of possibilities. The work requires
extensive knowledge of the organization’s rules, procedures, operations, or business
practices to perform the more complex, interrelated, or one-of-a-kind clerical/technical
work, and to conduct collaboration/coordination of the program, conferences, marketing,
etc., with others. The work also requires skill to compile and summarize information and
data, and to identify and reconcile inaccuracies. This fully meets the GS-06 level where
positions perform work of a technical nature, identify issues or problems, and seek
alternative solutions consistent with applicable regulations, policies, and procedures. The
employee assists an office where there are many resources available to determine work
results, and exercises some independence but does not make decisions requiring a broad
knowledge of the mission or deployment process. This position falls short of the GS-07
grade level criteria where the work consists of specialized duties with continuing
responsibility for projects or problems, involves a wide variety of problems or situations,
and requires that the employee make recommendations that impact program functions or
activities. This position exceeds the GS-05 grade level of performing standard and non-
standard assignments involving different and unrelated processes or methods.


b. Level of Responsibility: The employee works under the general supervision of the Unit
Commander, CFRR, or designated representative who (1) indicates what is to be done,
deadlines for completion, priority of assignments, and quality and quantity of work
expected; (2) provides additional instructions for new, difficult, or unusual assignments
including suggested work methods or techniques; and (3) advises on locating resources.
The incumbent works independently consistent with normal practice, using experience in
solving problems and deviations. The supervisor evaluates completed work and methods for
accuracy, appropriateness, and effectiveness, and ensures that work is in compliance with
regulations, policies, instructions, or established procedures. The employee has contacts
with those in the immediate organization, Rear Detachment Commander, CFRRs, Soldiers,
Family members, Soldier and Family Readiness Group Leaders, Volunteers, Army
Community Services, etc., to provide authoritative explanations of the Soldier and Family
Readiness Group Program, requirements, regulations, and procedures; develop and
exchange information; and to reconcile operational problems or disagreement affecting
assigned areas. This is a direct match to the GS-06 level of responsibility of referenced
standard.


4. Conclusion: Both the Nature of Assignment and Level of Responsibility meet the GS-06
grade level criteria. This position is correctly classified as Soldier and Family Readiness
Support Assistant (OA), GS-0303-06.
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Strategic Recruitment Discussion (SRD)


Date:


RPA Number:


Additional RPAs:


Organization Name:


Command Code: UIC:


Address:


Para/Line: AMS Code:


Selecting Official Information


Selecting Official:


Position Title:


Pay Plan: Series: Grade:


PD Number: Sequence Number:


E-Mail Address:


Self Service Hierarchy is now REQUIRED within a position build.  Please provide the Name, Pay Plan or Pay Schedule, Grade or Pay Band, and Position 
Title of the rating supervisor.  If the rating position is vacant, you must provide the Position Description and Sequence Number.


Phone Number: Date of SRD:


Position Information


FASCLASS PD Number: Number of Vacancies:


Position Title:


Pay Plan Series: Grade:


Target Grade: If Pay Band, GS Equivalency:


PDPP Pay Table: PDPP Tier:


Title 38 Designation: Career Program Code: BUS Code:


Type of Appointment: If temp or term, NTE date:


Work Schedule: (If Part-time, identify hours)
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Shift Work:


Duty Station Location:


Position Sensitivity:


Security Clearance Type:


Drug Test: Military Technician:


Percent Business Travel: Lautenberg:


Key/Emergency 
Essential:


Personnel Reliability Program (PRP) Position:  Designation:


Cyberspace Workforce Cybersecurity Code must be entered for all positions.  If the position has no cyberspace function, select not 
applicable.  For all others, select applicable code for the predominant cyberspace function of the position.  Then enter Cyberspace Codes 
1 through 3 below.  Cyberspace Code 1 should be the same as the Cybersecurity Code selected.  NOTE:  All 2210 positions must have 
a cybersecurity function and at least 1 cyberspace code.  Not applicable is not an option for 2210 positions. 
 


Cybersecurity Code: 


Cyberspace Code 1:


Cyberspace Code 2:


Cyberspace Code 3:


Acquisition Position: Critical Acquisition Position (CAP):


Category:


Level:


Vice Name: Sequence #:


Position Obligated: Obligated Information:


Supervisor/Lead Status: Supervisory 
Probation:


Telework Indicator:


F/T Telework Elgibile: If yes, F/T from an 
Alternate Duty 
Location:


Alternate Duty Locations 
(if eligible):


Alternate Duty Locations MUST be identified up-front on the vacancy announcement before a selectee will be allowed to work from a duty 
station other than the one listed on the vacancy announcement. 
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http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=543

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=242

http://cpol.army.mil/library/permiss/114.html

http://cpol.army.mil/library/permiss/114.html

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=142

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=995

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=995





Priority Consideration Reviewed (Pay Retention Listing, Missed Consideration, etc.):


PPP Option Codes:


Recruitment Information


Non-Comp Name 
Request:


Does management want to consider non-competitive candidates from Army Wounded Warrior (AW2) and Program for 
Individuals with Disabilities inventories:


Yes


No


Type of Announcement: Open Continuous Individual Public Notice


If Standing Register (Open Continuous), then:


First cut-off:


Cut-off Intervals:


Special Recruitment Programs:


Pathways: If yes, select one:


ACWA Covered:


# of Days to post JOA:


Area of Consideration: Merit Delegated Examining All Sources


Internal/Merit Promotion AOC


Select all Appropriate: Current Army


Reinstatement


Reemployed Annuitant


Non-DoD Transfer


VRA (GS-11 and below)


DoD Interchange


E.O. 12721


E.O. 13473


Science, Mathematics, & 
Research Transformation 
(SMART)


DoD Transfer


VEOA


ICTAP


NAF Interchange


30% Disabled Veteran


OPM Interchange


Persons with Disabilities


Postal Service/Peace Corp, 
Vista Action
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http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=58

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=58

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=58

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=58

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=85#inventory

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=85#inventory

http://www.chra.army.mil/a_char/tools/gps/view.asp?ID=812

https://www.opm.gov/policy-data-oversight/hiring-authorities/competitive-hiring/deo_handbook.pdf

https://www.opm.gov/policy-data-oversight/hiring-authorities/competitive-hiring/deo_handbook.pdf

https://www.opm.gov/policy-data-oversight/hiring-authorities/competitive-hiring/deo_handbook.pdf





Additional OCONUS Specific AOCs:


Military Spouse Preference Overseas Employment


Family Member Preference Overseas Employment


Excepted Service Family Member for Overseas Employment


Additional Information and/or Conditions of Employment


Mandatory Influenza:


Immunization Screening: Special Immunizations:


Physical Requirement: Notes:


Inclement Weather 
Position:


Notes:


Financial Disclosure 
(OGE 450) Required:


Mandatory Mobility 
Agreement:


Moving Expenses 
Authorized:


Recruitment/
Relocation/Retention 
Incentive Authorized:


Special License/
Certification (specify):


Selective Placement 
Factors (specify):


Additional 
Requirements/
Information not identified 
above:
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Signature of Hiring 
Manager/
Selecting Official


Signature of HR 
Specialist



https://www.us.army.mil/suite/files/45330905



		Date:_tDav6UjJzLF4573Rqqvwbw: 

		RPA Number:_9gRIETgAEG6KfeKB3H*vgA: 

		Additional RPAs:_qWrXJpkXXfwH0q4sjiF0XQ: 

		Organization Name:_seOQ5rPrkZRUZO4AuPvQAg: Deploying Unit Name Here

		Command Code:_CNi435upaeq0xY9KT1z9gg: FC

		UIC:_EnF2QKqO7cNtGrVpDKYLZA: Deploying Unit UIC Here

		Address:_-fjPWxXcK0YEJU*o2Idogw: 

		Para/Line:_T1pzUwaMFFdQB9zHgHwTzQ: 

		AMS Code:_Eme4pbl2ciKusVQVqFm5Fg: 

		Selecting Official:_C9olHrklnRoTQrq25SwanA: Supervisor's Name Here

		Position Title:_wEwja6STckl601Zk9zX0HA: Supervisor's title here

		Pay Plan:_YOVqvVKqARRniXojphfsKQ: 

		Series:_TGwOlvgD7rsuq5nokMI5VQ: 

		Grade:_fryaI40nTzMiETkun2Wj8w: 

		PD Number:_5C*zCKLQ6E4HUf7m3EOzMA: 

		Sequence Number:_KeOHCD2QTFmZB-EEEZpVFw: 

		E-Mail Address:_qxuT4Xcmh13x5fN838hBuA: 

		Phone Number:_aWt5wqhkkMHYXiOP2OPDGQ: 

		Date of SRD:_dWU4dIIeMc9eng5lx974rQ: 

		FASCLASS PD Number:_Q*WCDv*z9yURWRFy5h0AVQ: DNFC002A

		Number of Vacancies:_rFEHUkMl2sCyTFImcRO-4A: 

		Position Title:_fzUVPh0fHjnhmin7NZ0BFg: Family Readiness Support Assistant (OA)

		Pay Plan_EBW*ZTx1WBhxV7qj3lVIlw: GS

		Series:_Hs9SRczpYCm5x-iuuYYRBg: 

		Grade:_ydCPCEA4IlJ2duripb6A6w: [06]

		Target Grade:_01CWdO1Inii-8Wgo0sK8qw: [06]

		If Pay Band, GS Equivalency:_WkFQjZvYOoDO3CQwOwJHeQ: 

		PDPP Pay Table:_*C19D3g9rZwBnBfVF7Ni5Q: []

		PDPP Tier:_A6InU3Q1CXSl8eWCk1RgcQ: []

		Title 38 Designation:_zLZc4tR1suoEVJP9Csf2rQ: 

		Career Program Code:_xUZb8jUfOfsYLHVz0sHO8g: 51

		BUS Code:_qGbyiTfISSbFpBBoF3u1pQ: 7777

		Type of Appointment:_h2D5rBkqyyY49r7N7UCEzw: [Temporary]

		If temp or term, NTE date:_dsPwvL2F*Iz4zJGUl-zKdg: 60 days beyond date of return

		Work Schedule:_YaD1pWmOV2RGF0Lj5MEzgQ: FULL-TIME

		(If Part-time, identify hours)_4WN*bCvPVXi6XVZw-oqSBA: 

		Shift Work:_*H1eingzS6ew*M86j8JBRQ: NONE

		Duty Station Location:_ZG5-sLjW1a1mojbM7SFnWA: FORT BRAGG

		Position Sensitivity:_ZjlQ*Nye-GuyVw6FedANOg: Non-Sensitive

		Security Clearance Type:_L0ehhZLfui9R4E*sfAplPg: NONE

		Drug Test:_6Kyp7rkgaXIRx0fxgatWIA: [No]

		Military Technician:_0E9ko7CqkyllTw5Meo9p3Q: 

		Percent Business Travel:_rpO7hz7hdAC1YBS4U5iNVQ: 10%

		Lautenberg:_7UPT3cOGUAiXB6pTcTVgpQ: [No]

		Key/Emergency Essential:_MqOClYZtWFYcbLJjeR1Q5Q: [N/A]

		Column5_*t4Ic0gcGcrwwB8vQZFwxQ: [No]

		Designation:_1wI-XzaBe3ETYzI4qbsMbg: 

		Cybersecurity Code: _2MHhrJUWiaXH6Cm-4nrkIg: [00 - Not Applicable]

		Cyberspace Code 1:_AqQKfsakayC74IX007Pq8g: [None]

		Cyberspace Code 2:_PbalR4naxr*gqsmf-QQb4Q: [None]

		Cyberspace Code 3:_h45Lu5dhYMaXRqKs5cjBMw: [None]

		Acquisition Position:_iFH3H-Z8ysBNOelHO2By2w: [No]

		Critical Acquisition Position _YCs2s*s3zbQ3qy*7CMZu2w: [No]

		Category:_D8VQIkToJRP6LW0szhkTTw: []

		Level:_CvUZwI3gHF7vpJuJulxBJw: []

		Vice Name:_xxoTZsxphwZFFnKQRPwG9A: 

		Sequence #:_-py4FGHoOJo0ZV3ZBoVNxQ: 

		Position Obligated:_a-ZM*zP70Km5kD5wllmvZQ: [No]

		Obligated Information:_B1dv3H*w8F2Yjh7NZtzdwQ: 

		Supervisor/Lead Status:_af-MOd8LbcC5KtYQb0hqKQ: [Non-Supervisory]

		Supervisory Probation:_xGJqG7o1Pf6K2AikGtBY-A: [No]

		Telework Indicator:_l0AAfcGkuLuL3ta5JSjA6Q: [YA001 - Yes, position is eligible for telework]

		F/T Telework Elgibile:_3ZLGibF015TDcj1jERUbhQ: [No]

		If yes, F/T from an Alternate _VPLHOZoXF*JhCTMuOtOxeg: []

		Alternate Duty Locations (if e_QeaoTSzOEOFo1PKpbyZ20A: 

		Column1_pAZXAyNIuJ0WrCtpApZF1A: []

		PPP Option Codes:_ctzUt1VQv8BoF6PCJP3IrQ: OAA

		Non-Comp Name Request:_iyM4FDyOT*f9-3LrKImPkw: N/A

		Column2_0_BxY7wNQ*sFO1lIf-cRsWfQ: Yes

		Column2_1_BxY7wNQ*sFO1lIf-cRsWfQ: Off

		Type of Announcement:_0_dvQXvW7nQu1Rle3rZQc*iA: Off

		Type of Announcement:_1_dvQXvW7nQu1Rle3rZQc*iA: Yes

		Type of Announcement:_2_dvQXvW7nQu1Rle3rZQc*iA: Off

		First cut-off:_EM8TMLmjC9HtYwZ5S6pVHA: 95

		Cut-off Intervals:_iuf1IwycEO-CYxx5lREg8Q: 

		Pathways:_PO-IwIXUvSnRRztEU7yyTw: [No]

		If yes, select one:_7MCd*31E2AnLa0jopIDRAw: []

		ACWA Covered:_gJD5GGz77MZyv4ILA2QVWw: [No]

		# of Days to post JOA:_dbRSHN0V372gGIVI8*QfPA: 7 days

		Area of Consideration:_0_GR4w5a0ylKpNxoxpK*f3Hg: Yes

		Area of Consideration:_1_GR4w5a0ylKpNxoxpK*f3Hg: Off

		Area of Consideration:_2_GR4w5a0ylKpNxoxpK*f3Hg: Off

		Select all Appropriate:_0_PXmn5hF8ziyVjDxWfTg9cg: Yes

		Select all Appropriate:_1_PXmn5hF8ziyVjDxWfTg9cg: Yes

		Select all Appropriate:_2_PXmn5hF8ziyVjDxWfTg9cg: Off

		Select all Appropriate:_3_PXmn5hF8ziyVjDxWfTg9cg: Off

		Select all Appropriate:_4_PXmn5hF8ziyVjDxWfTg9cg: Yes

		Select all Appropriate:_5_PXmn5hF8ziyVjDxWfTg9cg: Off

		Select all Appropriate:_6_PXmn5hF8ziyVjDxWfTg9cg: Yes

		Select all Appropriate:_7_PXmn5hF8ziyVjDxWfTg9cg: Yes

		Select all Appropriate:_8_PXmn5hF8ziyVjDxWfTg9cg: Off

		Column3_0_6QCORQTDaCaBdoQ9gLgaag: Off

		Column3_1_6QCORQTDaCaBdoQ9gLgaag: Off

		Column3_2_6QCORQTDaCaBdoQ9gLgaag: Yes

		Column3_3_6QCORQTDaCaBdoQ9gLgaag: Yes

		Column3_4_6QCORQTDaCaBdoQ9gLgaag: Yes

		Column3_5_6QCORQTDaCaBdoQ9gLgaag: Yes

		Column3_6_6QCORQTDaCaBdoQ9gLgaag: Yes

		Column3_7_6QCORQTDaCaBdoQ9gLgaag: Off

		Column4_0_r9uBiDBOB5pAbw*bsRHQ4g: Off

		Column4_1_r9uBiDBOB5pAbw*bsRHQ4g: Off

		Column4_2_r9uBiDBOB5pAbw*bsRHQ4g: Off

		Mandatory Influenza:_m9lH9cx1UhLhGAcyUzhZDw: [No]

		Immunization Screening:_gNRB65TXXRwM2zfw2MxI9Q: [No]

		Special Immunizations:_Qm28sS27ixTb*K1WE-yDaw: 

		Physical Requirement:_IUocLEtV5yp3m-SHLNGziA: [No]

		Notes:_pyuFOvOTIK83FzjSLWdVNA: 

		Inclement Weather Position:_sesJmCkkV804V2*HRABzqA: [No]

		Notes:_vJgm2JB4jH-OozTOyosZCQ: 

		Financial Disclosure (OGE 450)_TkYdPNtGc1hLo8gIymLupQ: [No]

		Mandatory Mobility Agreement:_kNqCtIi*C2uYysHVOCGd4g: [No]

		Moving Expenses Authorized:_P-PIbySs90v98OWZsotWHQ: [No]

		Recruitment/Relocation/Retenti_uedmG5obuxY-j*uw5a96qA: [No]

		Special License/Certification _I49ZoOkQOlclogEpjai1NQ:  

		Selective Placement Factors (s_0ymtlzIfeUqk*XnCZRwlKg: 

		Additional Requirements/Inform_3WFmCb6mLzpqP0HSxOxMZA: - Must add Land Management and DCIPS to AOC
- Will ERL use be authorized? 


		fc-int01-generateAppearances: 

		Priority Placement Program: Off
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 PD Number: DNFC002A Title, Series, Grade: Family Readiness Support Assistant (OA) Organization: BDE OR DEPLOYING UNIT 


Task Statement (Major Duties) 
(HR/SME) 


Source 
 


What source 
did task 


come from? 
(HR) 


Competency 
 


Identify the   
competency that 
is important to 


perform this 
task? 


(HR/SME) 


Frequency 
 


How often are 
these tasks 
performed? 


(SME) 


 


Importance 
 


How important 
is this 


competency for 
job 


performance? 
(SME) 


Need at 
Entry  


 


When is this 
competency 
needed for 


effective job 
performance? 


(HR/SME) 


Distinguishing 
Value 


 


How valuable is 
this competency 
for distinguishing 


superior from 
barely acceptable 


employees? 
(HR/SME) 


Utilizes an in-depth practical knowledge related to a wide range of clerical 


and administrative Family Readiness Program requirements and issues 


1 = Position 
Description 


Clerical Support 
 
 


5 = Hourly 4 = Very 
Important 


3 = 
Needed/Requir
ed at entry 


5 = Extremely 
valuable 


Performs a wide variety of clerical and administrative duties in direct 


support of the FRG. 


1 = Position 
Description 


5 = Hourly 


 Select Select 


 Select Select 


Coordinates with appropriate community agencies, ACS, chaplains, and Moral, 


Welfare, and Recreation (MWR) activities etc to schedule and coordinate 


briefings 


1 = Position 
Description 


Knowledge of 
services 


available to 
Soldiers and 


Family Members 
 
 


4 = Daily 4 = Very 
Important 


3 = 
Needed/Requir
ed at entry 


5 = Extremely 
valuable 


 Select Select 


 Select Select 


 Select Select 


Assists in planning, coordinating, and executing unit family support services for 


family members separated from the military sponsor due to 


mobilization/deployment and training efforts, or other duty requirements 


1 = Position 
Description 


Organizational 
Skills 


 
 


4 = Daily 4 = Very 
Important 


3 = 
Needed/Requir
ed at entry 


4 = Very valuable 


 Select Select 


 
1 = Position 
Description 


Select 


 Select Select 


Actively participates in the preparation and conduct of battalion or higher 


headquarters briefings, orientations, and workshops, informing soldiers and 


family members regarding the functions of the Family Readiness Program at all 


organizational levels 


1 = Position 
Description 


Effective 
Communication 


 
 


5 = Hourly 4 = Very 
Important 


3 = 
Needed/Requir
ed at entry 


4 = Very valuable 


Frequently updates the Commander on the program status, controversial issues 


and services available to soldiers and family members 


1 = Position 
Description 


3 = Weekly 


 Select Select 
      
 


Specialized Experience Statement (HR/SME): I have one year of specialized experience equivalent to the GS-05 grade level in the Federal service which 


includes work that involves experience performing administrative work specific to 1) Planning meetings, preparing presentations, monitoring suspense’s and 


2) Communicating effectively with military units and family members at all levels, 3) Understanding Military Protocol and courtesies, and 4) public 


speaking. 
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Conditions of Employment: Incumbent may be required to work irregular work schedules such as evenings, weekends, and overtime. Incumbent may be 


required to perform temporary duty travel up to 10% of time. This position requires a typing proficiency of at least 40 words per minute (WPM) based on a 


5 minute sample with 3 or fewer errors. 
Request Number:   


If no Request No, check here for Standardized PD: ☒ 


Vacancy Number: 


HR Practitioner:                                                                                                                Title:  HR Specialist
     
Signature:                                                                                                                           Date: 


SME or Hiring Manager Name & Title:   
 
Signature:        Date: 


 
 


 
Position Title, Series, and Grade:  Family Readiness Support Assistant (OA) GS-0303-06  


Items (Verb + Direct Object + Qualifying Statement) Competency 


(If you have more than 6, use another form) 


 


Report on clerical and administrative issues to the Commander and his staff for review.  


 


Organizational Awareness 


Assist in managing the command's marketing program for Soldier and Family readiness training. 


Provide updates on the status of the unit's Family readiness. 


Publish and distribute changes and updates relating to quality of life programs such as health 


benefits, family advocacy and the exceptional family member program. 
  


 


Customer Service 
Brief Soldiers and Family Members on Family Readiness functions 


Collaborate with the Commander, Family Readiness Group leaders and installation Family 


Readiness Program expert on sensitive issues. 


Research Family Readiness precedents for compliance. 


Compile information from personnel for reporting purposes.  


 


 


Teaches Others 


 


Maintain effective communication with Family readiness volunteers to ensure volunteer forms 


are properly signed, maintained and volunteer hours submitted monthly. 


Maintain knowledge of latest changes in the Family Readiness Program and up-to-date referral 


information on Army Family policy and community resources. 


Provide formal training to command personnel relative to family readiness program 


responsibilities. 
 


Participate in the development of local programs and policies needed to respond to the needs of 


Family Readiness program participants. 
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Provide administrative support to the unit's Family Readiness Program.  


 


Writing 


 


Prepare advertisements such as flyers, letters, calendars, and newsletters that impact families of 


deployed military personnel. 


Monitor suspense taskers to ensure timely submission of data. 


Ensure proper storage and destruction of office records are safe and secure. 


 
Instructions to Human Resources Practitioner and Hiring Manager 


 
Column One (HR): Use the position description (PD), the training plan, the performance objectives, and any other documentation that will 


help identify the major tasks (duties) performed on the job.  Enter all of the major tasks you identify on the job analysis worksheet in the 


Task column. Group like tasks together, (e.g., keep all oral communication tasks together, or all project management tasks together). Note 


that documentation must be provided by the Hiring Manger (HM) or Subject Matter Expert (SME) to the HR practitioner in order to 


substantiate tasks not listed on the PD. 


 


Column Two (HR): Identify the source of each task (position description, training plan, etc.). 


 


Column Three (HR/HM): Review the competencies suggested by the Career Program Manager, HR and/or identify the competencies 


needed to perform the tasks (e.g., Oral Communication, Project Management). Note that these competencies are derived from the 


approved DOD Competency Library, therefore a suggested competency may not be changed by the HR practitioner. 


 


Column Four (HM): Rate the Frequency of the task listed in Column One. This column has a built in drop down menu where you can rate 


the frequency of the task from 1 (every few months to yearly) to 5 (hourly).   


 


Column Five (HM): Rate the Importance of the competency in Column Three. This column has a built in drop down menu where you can 


rate the importance of the task from 1 (not important) to 5 (extremely important). 


 


Column Six (HR/HM): Rate the competency in Column Three for Needed at Entry. This column has a built in drop down menu where you 


can rate the extent to which the competency is needed at entry from 1 (not needed) to 3 (needed and required at entry because it will not 


be acquired through formal training). 
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Column Seven (HR/HM): Rate the Distinguishing Value of the competency in Column Three. This column has a built in drop down menu 


where you can rate the distinguishing value of the task from 1 (not valuable) to 5 (extremely valuable).   


 


Specialized Experience (HR/HM): Review statement suggested by HR and/or describe the specialized experience required upon entry for 


the position. If you are recruiting for two or more grade levels, please describe the specialized experience requirements for each grade 


level. Note that your suggestion(s) may be edited by the HR practitioner to ensure it meets the guidelines and best practices for writing 


specialized experience statements. 








UNCLASSIFIED 
 


Appendix A (Soldier and Family Readiness Program Structure) to Annex A (U.S. 
Army Forces Command (FORSCOM) Command Family Readiness Representative 
(CFRR) Program) 


 
 


A-1 


                                                          UNCLASSIFIED 


REFERENCES:  See Annex A. 
 
1.  SITUATION.  See Annex A. 
 
2.  MISSION.  See Annex A. 
 
3.  EXECUTION.   
 
     a.  Commander’s Intent.  See Annex A. 
 
     b.  Concept of Operations.  The chart below depicts the Soldier and Family 
Readiness Program Structure.  Commanders may add other appropriate entities to 
meet the specific needs of the unit.  The Soldier and Family Readiness Support 
Assistant (SFRSA) position is by exception.  See Annex B for further information.   
 


 
 
(1)  In order to be successful, this structure must facilitate cross-collaboration, 


information sharing, and free flow communication.  This is a leadership responsibility 
that starts from the top down.   


 







UNCLASSIFIED 
 


Appendix A (Soldier and Family Readiness Program Structure) to Annex A (U.S. 
Army Forces Command (FORSCOM) Command Family Readiness Representative 
(CFRR) Program) 


 
 


A-2 


                                                          UNCLASSIFIED 


  (2)  Every unit member, including single Soldiers, volunteers and Family 
members, must understand the intent of the Soldier and Family Readiness Program is 
to improve the overall well-being and readiness of the unit.  Further, personnel in 
support of this program must understand that in order to be successful, there must be 
trust and a cohesive unity of effort established between hierarchical and linear units.  
 
  (3)  The relationship between the CFRRs and SFRG volunteers must match the 
close collaboration and effective communication skills as demonstrated between the 
brigade, battalion, and company leadership teams.  The SFRG volunteers work to 
accomplish many administrative tasks in an effort to allow Soldiers to focus on their 
warfighting mission.   
    
 c.  Tasks to Subordinate Units.  See Annex A. 
 
 d.  Coordinating Instructions.  See Annex A. 
   
4.  SUSTAINMENT.  See Annex A. 
 
5.  COMMAND AND SIGNAL.  
 
 a.  FORSCOM staff lead for CFFR Program is the Deputy Chief of Staff, G-1.  
 
 b.  Point of contact for this action is Mr. Jerry L. Crutch, 910-570-6141 (DSN 670), 
jerry.l.crutch.civ@mail.mil  
 
 


 


     
                         GARRETT, GEN 
                        COMMANDING 


 
 
OFFICIAL: 
 
 
COSTANZA, BG 
G-3/5/7 







UNCLASSIFIED 
 


Appendix B (Command Family Readiness Representative (CFRR) Duties and 
Responsibilities) to Annex A (U.S. Army Forces Command (FORSCOM) Command 
Family Readiness Representative (CFRR) Program) 


 
 


B-1 


UNCLASSIFIED 


REFERENCES:  See Annex A. 
 
1.  SITUATION.  See Annex A. 
 
2.  MISSION.  See Annex A. 
 
3.  EXECUTION.   
 
     a.  Commander’s Intent.  See Annex A. 
 
     b.  Concept of Operations.  A Command Family Readiness Representative (CFRR) 
is a military member who provides readiness related assistance in support of the 
commander to all civilian and military personnel associated with the unit to include the 
Soldier and Family Readiness Group (SFRG).  The CFRR promotes a culture of mutual 
support and communication.  Unit CFRRs assist Soldiers and Family members in 
organizing and sustaining the unit’s SFRG and Soldier and Family Readiness Program.  
The SFRG is under the umbrella of the unit’s Soldier and Family Readiness Program.  
In order to accomplish the objectives of this order, the CFRR shall perform the following 
duties in conjunction with his or her military occupational specialty and routine Soldier 
responsibilities such as weapons qualification and the physical fitness test. 
 


(1)  Serve as the commander’s representative to the SFRG.  Track all personnel 
readiness and SFRG related issues.  The CFRR provides timely information and advice 
to the command team concerning Soldier and Family readiness issues and shares 
relevant information with the senior advisors, steering committees, fellow CFRRs, 
Family members, and others as appropriate.   
 


(2)  Ensure a highly functioning unit volunteer pool through recruitment, tracking 
of volunteers, their hours, ensuring awards are timely, and ensuring all volunteer 
information is properly documented on time in the Volunteer Management Information 
System or the current Army designated system. 
 


(3)  Establish relationships with community service providers, both on and off 
post, in order to provide information and referral assistance to all personnel associated 
with the unit. 
 


(4)  Provide mentorship and guidance to SFRG members.  Additionally, provide 
logistical support to the SFRG and ensure the SFRG’s administrative requirements are 
met.  Ensure the SFRG has new arrival, departure, and appropriate deployment 
information while strictly adhering to operational security guidelines.   
 







UNCLASSIFIED 
 


Appendix B (Command Family Readiness Representative (CFRR) Duties and 
Responsibilities) to Annex A (U.S. Army Forces Command (FORSCOM) Command 
Family Readiness Representative (CFRR) Program) 


 
 


B-2 


UNCLASSIFIED 


(5)  Ensure volunteers have the appropriate space and equipment to perform 
their duties as outlined in reference c. 
 


(6)  Monitor unit social media sites for operations security and personnel security 
issues. 
 


(7)  Understand and support the commander’s personnel readiness goals. 
 


           (8)  Support other CFRRs to meet unit administrative requirements for the 
collection, reporting, and/or dissemination of data. 
 
 c.  Tasks to Subordinate Units.  See Annex A. 
 
 d.  Coordinating Instructions.  See Annex A. 
   
4.  SUSTAINMENT.  See Annex A. 
 
5.  COMMAND AND SIGNAL.  
 
 a.  FORSCOM staff lead for CFRR Program is the Deputy Chief of Staff, G-1.  
 
 b.  Point of contact for this action is Mr. Jerry L. Crutch, 910-570-6141 (DSN 670), 
jerry.l.crutch.civ@mail.mil  
 
 


 


     
                          GARRETT, GEN 
                        COMMANDING 


 
 
OFFICIAL: 
 
 
COSTANZA, BG 
G-3/5/7 
 







UNCLASSIFIED 
 


Appendix C (Command Family Readiness Representative (CFRR) Training 
Requirements) to Annex A (U.S. Army Forces Command (FORSCOM) Command 
Family Readiness Representative (CFRR) Program) 
 


 


C-1 


UNCLASSIFIED 


REFERENCES:  See Annex A. 
 
1.  SITUATION.  See Annex A. 
 
2.  MISSION.  See Annex A. 
 
3.  EXECUTION.   
 
     a.  Commander’s Intent.  See Annex A. 
 
     b.  Concept of Operations.   
 
 (1)  Commanders shall implement written procedures which ensure CFRRs 
receive training as outlined in paragraph 3.C.3. thru 3.C.5.B.5. of reference f in the base 
order and this appendix.  Ideally, this training is provided by local Army Community 
Service personnel.  It should be conducted in group settings to allow maximum 
opportunities for CFRRs from several units to interact, share ideas, and develop 
relationships while receiving training.  However, online training courses (e.g.; Operation 
READY or current material) may be utilized when mission factors and time requirements 
must be met.      
 


(2)  Senior commanders shall develop CFRR training which fit the needs of their 
units; at a minimum, CFRRs will attend the following training:  
 


 (a)  Command Family Readiness Representative Training Course.  
 


 (b)  Rear Detachment Commander training. 
http://www.myarmyonesource.com/default.aspx.  
 


 (c)  Volunteer Management Information System (VMIS) or current Army system 
for organizational points of contact. 


 
 (d)  Operational Security (OPSEC) Social Media Training. 
 
 (e)  Casualty Response (CARE) Team Training.    
 


 c.  Tasks to Subordinate Units.  See Annex A. 
 
 d.  Coordinating Instructions.  See Annex A. 
   
4.  SUSTAINMENT.  See Annex A. 







UNCLASSIFIED 
 


Appendix C (Command Family Readiness Representative (CFRR) Training 
Requirements) to Annex A (U.S. Army Forces Command (FORSCOM) Command 
Family Readiness Representative (CFRR) Program) 
 


 


C-2 


UNCLASSIFIED 


5.  COMMAND AND SIGNAL.  
 
 
 a.  FORSCOM staff lead for CFRR Program is the Deputy Chief of Staff, G-1.  
 
 b.  Point of contact for this action is Mr. Jerry L. Crutch, 910-570-6141 (DSN 670), 
jerry.l.crutch.civ@mail.mil 
 
 


 


     
                           GARRETT, GEN 
                         COMMANDING 


 
 
OFFICIAL: 
 
 
COSTANZA, BG 
G-3/5/7 


























