DUTY DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD
 FAMILY READINESS MILITARY POINT OF CONTACT (MPOC)
-SERVICE MEMBER POSITION-

May09
Supervisor: Commander 
Objective: Assists with organization, planning and implementation of FRG, serving as the liaison between the Family Readiness Group and commander. 
I.  Introduction. The following is provided as guidance to assist you in your duties. This position will be an additional duty position, appointed by the unit commander and will be accomplished in conjunction with other assigned duties. Primary responsibility will be to act as a liaison between the Family Readiness volunteers and the unit commander. 
II.  Major Duties and Responsibilities:

     A.  Assists the commander and Family Readiness Group Leader to ensure the following tasks are completed and maintained:

     1.  Ensures a duty appointment memo is completed for the Family Readiness Military Point of Contact.
            2.  Completes Family Readiness Group Training.

            3.  Registers on the guardfamily.org website and records volunteer hours.


     4.  Helps ensure a volunteer is recruited to serve as the Family Readiness Group Leader and a duty appointment memo is completed. 
                 5.  Provides FRG volunteers access to resources – office supplies, etc.
6. Provides unit roster for FRG database.

     7.  Assists FRG with the collection of Family data.

     8.  Helps ensure the Family Readiness Group Telephone Tree is maintained.

     9.  If the Family Readiness Group has a Checking Account, helps ensure the following: 

a.   A treasurer and an alternate treasurer are appointed on a    

duty appointment memo.
b.  Funds do not exceed the $10,000 annual limit.
c.  Checking account has 2 signers.

d.  Checking account has an Employer Identification Number (EIN #) 
assigned by the IRS.
                        e.  Annual Treasurer Reports (quarterly reports if unit is deployed)

have been filed with the State Family Program Office & a copy filed in the unit’s Family Readiness Binder. 
f.  Helps ensure any FRG fundraiser is approved by the commander and State Family Program Office prior to execution.
B.  Serves as Point of Contact for and works closely with:

              1.  Unit Commander

2. Family Readiness Group Leader
3. State Family Program Director

  4.  Family Readiness Assistant
5. Family Assistance Center Specialist
6. Family Readiness Group volunteers and members
7. Unit Soldiers and their Families
C.  Promote and Maintain Information. (with the help of the commander and Family Readiness Group volunteers)

1.  Integrates the Family Readiness Program into as many unit activities as possible.

2.  Encourages participation in Family Readiness activities and training.

3.  Informs Family Readiness Group Leader of new Soldiers and Family members or other personnel changes for database, phone tree and sponsorship purposes.

4.  Assists with the maintenance of the unit’s Family Readiness Program binder to ensure that it is complete and current.     

III.  Chain of Concern.  Unit Commander, Family Readiness Group Leader, State Family Program Director

IV.  Qualifications.
A.  Belief in the Nebraska National Guard Family Program.
B.  Believe in and support the Family Readiness Program.
C.  Knowledge and understanding of the military structure and how it functions.

D.  Listening and organizational skills along with exceptional people skills.
     E.  Ability to communicate effectively with a wide variety of people.
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