Family Readiness Group (FRG) Recorder
Job Description
 

Position Objectives: Work as part of a team by creating, maintaining and publishing FRG meeting minutes. 

Responsible to:  Work under direction of the FRG Leader. 

 

Description of Duties:

1. Create, maintain and publish accurate minutes in a timely manner and retain them in the FRG Binder.

2. Maintain accurate family/contact roster.

3. Safeguard member and family names and contact information (phone numbers, physical and email addresses), adhering to the 1974 Privacy Act.  

Term:   The Recorder serves a one year term, renewable at the Commander's discretion.  Performance should be evaluated annually.

Time:  Approximately 5-15 hours per month, depending on activity level of unit.  Attend workshops and training as recommended by the Commander or Family Program Office.

Qualifications: 

· Maintain high standards of confidentiality and integrity. 

· Flexibility. 

· Work w/FRG Leader to plan and execute Commander goals. 

· Demonstrate ability to type and keep accurate records. 

· Possess good communication skills, ability to listen, and organizational skills. 

· Possess knowledge and experience in writing, editing, and meeting deadlines. 

· Ability to establish and maintain a good working relationship with volunteers, family, and unit members. 

Recommended Training and Orientation

Within first month:

· Meeting with FRG Leader/Orientation

· Complete Code of Conduct, DD Form 2793 Volunteer Agreement and Volunteer Services Confidentiality Statement prior to volunteering. 

· Initiate Guard Family Team Building (on-line training at www.gftb.org or as correspondence course available from the FRA).

