Family Readiness Group (FRG) Treasurer
Job Description
 
Position Objectives: Work as part of the team by acting as the fiscal record keeper for the Family Readiness Group.  Serve as the custodian of FRG funds.

 

Responsible to:  Work under direct supervision of the FRG Leader. 

 
Description of Duties:

1. Reconcile and maintain bank statements on a monthly basis.  Create and distribute Treasurer’s report to FRG Leader.

2. Work in conjunction with FRG Leadership, to create an annual FRG budget for distribution to membership at FRG Meeting.

3. Adhere to all Army/Air applicable regulation and policies regarding fundraising, account balances, and expenditures. 

4. Open a bank account in the name of the unit FRG with the unit's mailing address using an Employer Identification Number (EIN) obtained by completing Form SS-4 (Application for Employer Identification Number) and mailing to the Internal Revenue Service (IRS).  

5. Designate three members of the FRG Leadership team (non-government employees) to be on the FRG bank account.  (This account should require two signatures.) Another designated volunteer can be added to facilitate accessibility of funds.

6.  Maintain records of donated money, in-kind services, and assets (e.g., equipment), including donor name, address and phone number for a period of three years.  

7. Ensure the unit's FRG does not exceed a net worth in excess of $1,000, unless monies over $1,000 to be used for specific events and are reflected in FRG meeting minutes.  See AFI 34-223 Private Organizations and AR 210-22 Private Organizations on the Department of the Army Installations and Official Participation in Private Organizations.

8. Seek Commander’s approval prior to conducting any fundraising activities. See applicable AR 600-29 Fund Raising. 

9. Prepare a treasurer’s report showing income, expenses, and account balance to be prepared and presented at each FRG meeting.  Financial records will be made available at FRG meetings. 

10. Prepare minutes and reports to be placed in the FRG Binder

11. Use locally generated funds for special events that foster unit cohesion, morale, and family readiness. 

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

Time: Approximately 1-5 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.

· Demonstrate the ability to manage funds with attention to detail and prepare reports.

· Possess basic accounting principles 

· Possess good communication and organizational skills. 

· 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

· State Treasurer Training

· 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). 

