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FRG Secretary

Position Description


	Purpose
	To provide administrative support to the Family Readiness Group (FRG) and to maintain historical records of the FRG.

	Responsibilities


	· Record minutes of FRG meetings.  Take notes of the activities at the meetings, to include decisions or votes.  Maintain and file meeting minutes with the record of FRG activities.  Publish a summary of highlights or need-to-know information in the FRG Newsletter.  Placing this information on a unit bulletin board can help in publicizing the FRG program and services.
· Maintain records of FRG activities.  Keep a simple notebook with short descriptions of what the FRG did, when it was done, how many attended and any special information about each activity.  This could be a scrapbook (e.g. with pictures and articles) as long as the important information is recorded.
· Publish agenda and activities for FRG meetings.

	Qualifications
	· Willingness to develop a working knowledge of unit’s Family Readiness Plan and interest or experience in the FRG program.
· Ability to communicate both orally and in writing.

	Supervision
	Commander – FRL/RDO – FRG Leader 

· The FRG Leader supervises the Secretary.  
· The Secretary has no supervisory responsibilities unless additional FRG members volunteer to assist.

	Orientation and Training
	· Required:  Volunteer Orientation, VMIS Training, FRG Foundations

	Time Commitment


	· Approximately 1 day per month and attendance at required training.


I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the best of my ability.

____________________________________________________________

PRINT NAME

______________________________       ___________________________

SIGNATURE

                                      


DATE














Newsletter Chairperson

Position Description


	Purpose
	To provide the Unit Family members with written information on programs and services of interest to Soldiers and their Families.

	Responsibilities


	· Collect news for Family Readiness Group (FRG) Newsletter.  Gather items of interest to use in the FRG Newsletter.  Request input from the FRG volunteers and the unit leadership.  Request copies of newsletter from higher headquarters.

· Create and publish the FRG Newsletter on a regular schedule.  Publish at least quarterly during peacetime and monthly during deployments and other military separations.  FRG Newsletters may be printed using the unit copier or commercial resources.  The unit may use metered postage to mail FRG Newsletters if the newsletter meets regulatory requirements, containing only official information.  Coordinate with the Unit’s Family Readiness Liaison on the unit’s logistical support, assistance with other staff elements for article submission (e.g., Commander or Chaplain), and approval of the newsletter before being printed. 

	Qualifications
	· Willingness to develop a working knowledge of the Unit’s Family Readiness Plan and interest or experience in the FRG Program. 

· Ability to write, edit and publish information.  Typing, computer skills and knowledge of the use of duplicating equipment are essential.

	Supervision
	Commander – FRL/RDO – FRG Leader 

· The FRG Leader supervises the Newsletter Chairperson.  The unit Commander, Rear Detachment Commander (RDO) or Family Readiness Liaison (FRL) must approve all newsletters prior to publishing.  
· The Newsletter Chairperson has no supervisory responsibilities unless additional FRG members volunteer to assist.

	Orientation and Training
	· Required:  Volunteer Orientation, VMIS Training, FRG Foundations,

· Recommended:  AFTB Level K & G, Social Media, OPSEC Training, IA Training

	Time Commitment


	· Approximately 1 to 2 days per month and attendance at a Family Program Academy or equivalent training.


I understand the responsibilities and qualifications of this volunteer position, and agree to fulfill them to the best of my ability.

____________________________________________________________

PRINT NAME

______________________________       ___________________________

SIGNATURE

                                      


DATE














Publicity Chairperson 
Position Description

	Purpose
	To publicize activities of the Family Readiness Group (FRG) and Unit Family members (including contributions to the FRG by the civilian community) in both military and community media.

	Responsibilities


	· Coordinate with other FRG volunteers (e.g., the FRG Leader, Special Events Coordinator, FRG Newsletter Coordinator) to establish the annual events that will need publicizing within and outside of the FRG.
· Write articles for the FRG Newsletter, create fliers and develop posters to market FRG events to Unit Soldiers and Family members.
· Coordinate with the Unit Public Affairs (PAO) to accomplish outside-of-Unit news releases and obtain coverage of designated FRG events.
· Provide advance notice of upcoming activities to the PAO.  Provide input to PAO by writing articles or news releases to get advance publicity for special events.  Ask PAO to get local newspaper, radio and TV stations to run stories so the public will be aware that the Army Reserve is an active member of the community.
· Keep the Family Program Office/Center aware of FRG activities and events.  Send copies of all media coverage (written summaries of any TV or radio coverage and local newspaper articles) to servicing Family Program Office/Center.  Submit articles for the Family Program Office/Center newsletter and web site (if developed) on FRG events.

	Qualifications
	· Willingness to develop a working knowledge of the unit’s Family Readiness Plan, and interest or experience in the FRG Program.

· Knowledge of the interest in public relations or marketing. Must have good personal and writing skills.

	Supervision
	Commander – FRL/RDO – FRG Leader 

· The FRG Leader supervises the Publicity Chairperson.  The unit Family Readiness Liaison (FRL) will provide help in coordinating routine actions and unit support.  All articles (intended for release outside of the unit) will be cleared through PAO.  
· The Publicity Chairperson has no supervisory responsibilities unless additional FRG members volunteer to assist.

	Orientation and Training
	· Required:  Volunteer Orientation, VMIS Training, FRG Foundations

· Recommended:  AFTB K &G, Social Media, OPSEC Training, IA Training, Resilience Training

	Time Commitment


	· Approximately 2 - 3 days per month and attendance at recommended training.


I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the best of my ability.
__________________________________________________________

PRINT NAME

_____________________________       ___________________________

SIGNATURE

                                      


DATE















Special Events Coordinator 
Position Description

	Purpose
	To plan Family Readiness Group (FRG) special events that both complements the unit’s mission and supports the goals and objectives of the FRG.

	Responsibilities


	· Solicit ideas for FRG-sponsored special events.  Surveys, person-to-person solicitation of FRG members or any creative way to increase participation and interest can be used (e.g., a contest of ideas for event or activity in the FRG Newsletter).  
· Plan FRG special events for the year.

· Coordinate and publicize activities of the FRG with other FRG volunteers (e.g., coordinate with the Publicity Chairperson on advertising the events).

· As required, the Special Events Coordinator organizes and coordinates additional committees (from other FRG members) for each special event.  For example, an event can be broken down into smaller segments as program, equipment, publicity and cleanup.

· Ensure individuals and organizations contributing time, money or services receive acknowledgement, a letter of appreciation or other recognition, as appropriate.

	Qualifications
	· Willingness to develop a working knowledge of the Unit’s Family Readiness Plan and interest or experience in the FRG program.

· Ability to work with other people and to plan and implement FRG events.

	Supervision
	Commander – FRL/RDO – FRG Leader 

· The FRG Leader supervises the Special Events Coordinator.  
· The Special Events Coordinator has no supervisory responsibilities unless additional FRG members volunteer to assist or committees are developed for events.

	Orientation and Training
	· Required:  Volunteer Orientation, VMIS Training, FRG Foundations, 

· Recommended:  All Levels AFTB, Resilience Training

	Time Commitment


	· Approximately 2 – 3 days per month.


I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the best of my ability.

____________________________________________________________

PRINT NAME

______________________________       ___________________________

SIGNATURE

                                      


DATE














Family Sponsorship Coordinator

Position Description



	Purpose
	To organize and maintain a communication link between the Family Readiness Group (FRG) and new Soldiers and Families of the Unit.

	Responsibilities


	· Prepare Welcome Packets to alleviate the stresses associated with relocation and joining a new “Family.”  Gather materials about the Unit history and mission, local area, services available and benefits of belonging to the Army Reserve. Emphasize the availability and importance of the Unit FRG.

· Coordinate with the Family Readiness Liaison and Unit Administrator to obtain the names and phone numbers of New Soldiers and Family and make contact.  Welcome each new Family with a phone call.  Invite Family members participate in a New Family Orientation, join the FRG and find out how the FRG can best serve their needs.

· Manage Unit’s Family Sponsorship Program.

· Notify the FRG Leader of any particular Family problems or needs that are identified. Assist the FRG Leader in finding resources to resolve the issue or potential problem.

· Add new Family members (including newly married spouses) to the FRG Telephone Tree/E-mail Chain and FRG Newsletter mailing list.  Make periodic contact with the Unit Administrator and FRL to keep list up to date. 

	Qualifications
	· Willingness to develop a working knowledge of the Unit’s Family Readiness Plan and interest or experience in the FRG Program. 

	Supervision
	Commander – FRL/RDO – FRG Leader 

· The FRG Leader supervises the Sponsorship Chairperson. The FRL will help in coordinating routine actions and unit support.

· The Sponsorship Chairperson has no supervisory responsibilities unless additional FRG members volunteer to assist.

	Orientation and Training
	· Required:  Volunteer Orientation, VMIS Training, FRG Foundations, FRG Leader Training.

· Recommended:  AFTB Levels K& G, Resilience Training

	Time Commitment
	· Approximately 2 days per month.


I understand the responsibilities and qualifications of this volunteer position and agree to fulfill them to the best of my ability.

____________________________________________________________

PRINT NAME

______________________________       ___________________________

SIGNATURE

                                      


DATE
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