FRG Volunteer Position Descriptions


Brigade FRG Advisor. The brigade FRG advisor should be a person in a non-deployable status—preferably a spouse. Often, the FRG advisor is the commander’s spouse, though not always. Any spouse in the unit who is willing and able to lead the efforts of the FRG can serve as FRG advisor. 

• Support the commander’s family readiness goals.
• Serve on brigade FRG steering committee; may chair the committee, as well.
• Provide guidance and support to all unit FRG advisors.
• Field specific family readiness problems and discuss them with steering committee.
• Gather and disseminate information on activities at the brigade level and above.
• Act as brigade FRG spokesperson for communicating family members’ concerns and ideas to the brigade commander.
• Attend monthly garrison resource forums and town hall meetings.
	 
Battalion FRG Advisor.  The brigade FRG advisor should be a person in a non-deployable status—preferably a spouse. Often, the FRG advisor is the commander’s spouse, though not always. Any spouse in the unit who is willing and able to lead the efforts of the FRG can serve as FRG advisor. 

• Support the commander’s family readiness goals.
• Serve on battalion FRG steering committee; may chair the committee, as well.
• Provide guidance and support to all unit FRG leaders.
• Field specific family readiness problems and discuss them with steering committee.
• Gather and disseminate information on activities at the battalion level and above.
• Act as battalion FRG spokesperson for communicating family members’ concerns and ideas to the battalion commander.
• Attend monthly garrison resource forums and town hall meetings.

Company FRG Leader. The company FRG leader should be a person in a non-deployable status—preferably a spouse. Often, the FRG leader is the commander’s spouse, though not always. Any spouse in the unit who is willing and able to lead the efforts of the FRG can serve as FRG leader. 

• Supports the commander’s family readiness goals.
• Provides overall leadership of the FRG.
• Serves on battalion FRG steering committee.
• Fields specific family readiness problems and discusses them with steering committee.
• Gathers and disseminates information on activities at the company level and above.
• Acts as company FRG spokesperson for communicating family members’ concerns and ideas to the company commander.
• Recruits other volunteers to serve on FRG committees.
• Delegates FRG responsibilities to selected volunteers as committee chairpersons or presides over their elections.
• Serves as a member of the battalion-level steering committee.
• Identifies needs or unique problems of unit families.
• Acts as unit FRG spokesperson for communicating family members’ concerns and ideas to the unit commander and, if needed, the battalion-level FRG leader.                                                        • Welcomes new families assigned to the unit.                                                                       
• Updates and maintains phone tree and turns it in monthly to the FRSA.
FRG Treasurer. Serves as custodian for the FRG informal fund.
• Obtains appointment letter from the commander.
• Prepares form SS4 and applies to the IRS for an employee ID number for the bank account.
• Sets up fund account at local bank.
• Maintains FRG fund records and ledger; keeps it up to date at all times.
• Receives and counts all funds submitted from fundraisers; prepares deposit slips, and deposits funds to FRG fund account.
• Disburses checks in accordance with FRG leader and commander’s guidance .                                      • Prepares quarterly report and presents it to the FRSA for submission to the garrison.                                                                        • Reviews monthly bank statements and reconciles with ledger; calls bank bookkeeper about any unexplained discrepancies. 
• Prepares monthly reports and presents them to FRG leader and commander; also reads summary aloud at FRG meetings. 
FRG Key Caller(s). Provide personal contact to keep FRG spouses informed.

• Calls each of the assigned families on his/her phone tree branch; reports any discrepancies in the information on the list to the company FRG leader.
• Passes important information to assigned families.
• Telephones spouses occasionally when troops are in garrison and twice monthly during deployments.
• Annotates the phone tree with any changes and informs the FRG leader.
• Fields calls from assigned families and answers questions or directs callers to appropriate resources; provides accurate, timely information.
• Fields emergency calls and assists the families involved.
• Maintains confidentiality, discourages gossip, and dispels rumors.
• Reports serious matters to FRG leader.
• Keeps a careful log of calls received, made, and their results.

FRG Secretary. To record accurate information during company FRG meetings. Attend all company FRG meetings and steering committee meetings and take detailed notes.

• Record attendance at meetings.
• Write and type meeting minutes and forward to the FRG Leader for approval.
• Have meeting minutes prepared and copies available at the next FRG meeting and steering
committee meeting.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized.
for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Newsletter Editor. Editor for monthly newsletter. Organize a volunteer newsletter staff: reporters, writers, editors, typists, illustrators, collators, mailers.

• Oversee gathering of information from all sources; organizing, writing and editing of material;
typing or word processing; final editing and layout.
• Provide advance copy to Commander/Rear Detachment Commander or designee to review all
official Army information prior to printing.
• Submit camera-ready copy to unit for reproduction; arrange for collating, stapling, labeling and
mailing.
• Solicit feedback and monitor effectiveness of process.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Publicity Chairperson. To inform all Soldiers and family members of FRG of ongoing and upcoming activities.

• Communicate with FRG leader(s).
• Disseminate information through FRG Leader, newsletter, flyers, mailings, public announcements at meetings, unit bulletin boards.
• Get work out using organized unit support structures.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Fundraising Chairperson. Coordinate fundraising events to ensure that funds are available for the group’s activities. Prepare request forms and process for approval.

• Recruit volunteers and delegate work.
• Determine and coordinate requirements and logistics.
• Develop work schedules.
• Keep steering committee informed.
• Work with treasurer to account for funds.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Historian. To document functions, activities and events. Attend FRG functions, activities and events to take photos.

• Submit purchase request forms for supplies thru FRG Leader.
• Coordinate with someone to take videos of special FRG events.
• Assemble a scrapbook of the various events, including activities sponsored by the FRG.
• Bring up-to-date scrapbook to all FRG meetings to share with FRG.
• Gather photos, videos, and details about FRG events to send to the Soldiers in the field during
long deployments.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Activities Coordinator. Development of an activities calendar. Solicit ideas, interests through newsletter, at coffees and newcomer orientations and at predeployment briefings.

• Coordinate location, date, and time with FRG leadership.
• Establish committees for each activity.
• Recruit other workers through all publicity channels and motivate them.
• Be familiar with the unit training schedule (timing is essential).
• Coordinate financial needs with treasurer and FRG leadership.
• Coordinate publicity with newsletter editor and publicity coordinators.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is authorized for this position. Use of government vehicle is provided without detriment to the accomplishment of the unit's mission.

FRG Hospitality Chairperson. To welcome new members into the FRG and promote espirit d’ corps within the FRG membership. Coordinate FRG welcome for inbound families and farewell for outbound families.

• With input from FRG members, develop a plan (card, flowers, meals, etc.) to acknowledge
significant life events such as marriages, births, deaths, or illnesses in the family. Encourage
FRG members to inform the Hospitality Chairperson or Leader when such events occur.
• Encourage FRG members to support one another during times of crisis.
• Recruit volunteers and delegate tasks/responsibilities as needed.
• Be aware of regulations and guidance concerning FRG funds, specifically what funds may or
may not be used for.
• Not required to have a motor vehicle to perform duties. Use of government vehicle is
authorized for this position. Use of government vehicle is provided without detriment to the
accomplishment of the unit’s mission.
• Prior to providing voluntary service, complete Volunteer Service Record (DA Form 4162) and
Volunteer Agreement for APF/NAF (DD Form 2793).
• Record and submit volunteer hours on a regular basis, IAW installation policy.

