POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP LEADER/VOLUNTEER POINT OF CONTACT (VPOC)

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander 
Objective: Coordinate Family Readiness Group functions including meetings and events, insuring communication, cohesion and cooperation.
I.  Introduction.   The lead volunteer is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program. The following is provided as guidance to aid you and other Family Readiness volunteers in assisting the commander to establish and maintain an effective Family Readiness Program.   
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Completes Family Readiness Group Training.

C.  Registers on the guardfamily.org website to record volunteer hours.

D.  Meets with commander to discuss commander’s intent for the unit’s Family Readiness Group.  Commander provides the FRG Leader with the vision and mission for the unit’s Family Readiness Program.

E.  Schedules, plans and conducts Family Readiness Group meetings in accordance with the commander’s vision for the program.

     F.  Provides guidance and support for commander and Family Readiness volunteers to help establish and maintain an effective Family Readiness Program.
     G.  Serves as a Point of Contact and networks closely with:

1.  Unit Leadership (to include Commander, Family Readiness Military Point of Contact/Rear Detachment Commander)
2.  State Family Program Director
3.  State Family Readiness Assistant And Family Readiness Support Assistant (if applicable)


  4.   Family Assistance Center Specialist 
             5.   Family Readiness Group volunteers and members

             6.   Unit Soldiers and their Families

     H.  Goals.
             1.  Provides guidance and support to commanders and volunteers in the  

              sustainment of the Family Readiness Program within the Guard and  

              community whenever possible.

2. Helps establish Family Readiness Program goals, activities and possibly budget requirements annually with input from the commander and other Family Readiness volunteers.

I.  Promotion. (with the help of other Family Readiness volunteers)

1.  Represents Guard Families in meetings, workshops and conferences.

2.  Involves Soldiers and Family members in unit Family Readiness activities.

3.  Maintains a unit Family sponsorship program.
4.  Promotes the Family Readiness Program within the Guard and community

whenever possible.

5.  Recruits Family and service member Family Readiness volunteers.
J.  Support.  (with the help of other Family Readiness volunteers)
1.  Advises and assists unit personnel in meeting the needs of service and

               Family members.

2.  Provides assistance and support to other unit Family Readiness volunteers.

3.  Advises and assists unit personnel in coordinating periodic, informational briefings for Family and service members.

      K.  Maintain Information. The FRG Leader has oversight responsibility for the following:
  1.  Ensures all FRG volunteers holding positions in the FRG have completed a current Volunteer Packet.
2.  Ensures all FRG volunteers are tracking their volunteer hours.
3.  Ensures the unit Families’ Telephone Tree is established and maintained.

              4.  If the Family Readiness Group has a Checking Account, ensures the following: 

a.  A Treasurer and an Alternate Treasurer are appointed on a memorandum.
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 have been filed with the State Family Program Office, (quarterly reports if unit is deployed) & a copy filed in the unit’s Family Readiness Binder. 

III.  Qualifications.
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Ability to communicate effectively with a wide variety of people.

     C.  Ability to network with the chain of command and chain of concern.

     D.  Leadership qualities, listening and organizational skills and ability to delegate.
     E.  Knowledge to assist in educating unit Families about the Nebraska Army National Guard.
F. Assist and mentor other FRG volunteers.

G. Desire to increase personal knowledge and leadership skills.

IV.  Supervision.
A.  The Family Readiness Group Leader works independently under the guidance and supervision of the Commander or designated representative.
V.  Benefits.
A. Educational opportunities.
B.  Travel opportunities to attend Family Program conferences and workshops.
C.  Networking with other National Guard Families and Soldiers. 
D.  Volunteer experience.
E.  Increase skills for present and future job opportunities.
POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP FAMILY SPONSORSHIP COORDINATOR-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Establish and maintain a communication link between the FRG and Family members new to the unit.
I.  Introduction.   A Family Sponsorship Coordinator is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program.  The following is provided as guidance to aid you in being a coordinator for your unit’s Family Readiness Group Family Sponsorship Program.  The Family Sponsorship Program is reaching out to new Families and welcoming them to the unit.  It may be a phone call, letter or visit.
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Registers on the guardfamily.org website to record volunteer hours.

     C.  Secures calling card from Key Caller Chairperson to cover calling expenses prior to calling Families.

     D.  Coordinates with FRG Leader and Family Readiness Military Point of Contact (MPOC) to get names and contact information for Families new to the unit and then welcomes each new Family with a telephone call.

     E.  Prepares a welcome letter for new Families which includes unit and Family Readiness Group information.

     F.  Calls new Family members to welcome them to the unit and invite them to any upcoming FRG events and meetings.

     G.  Match each incoming Family with an appropriate sponsor Family for mutual support.

     H.  Gathers information about the Family including number and ages of children as well as special interests. 

     I.  Directs those Families who have questions or concerns to appropriate resources.

     J.  Reports any problems, concerns or questions from Family members to the FRG Leader.

K.  Checks to ensure necessary follow up is completed for those Families requesting information or requiring assistance.     

L.  Documents Family Sponsorship in unit commander’s Family Readiness Binder.  Documentation can be a list of new Families called, copies of letters mailed to new Families, etc. 

M.  Maintains confidentiality, discourages gossip and dispels rumors.

III. Qualifications
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Outgoing personality, enthusiastic and compassionate.

     C.  Ability to communicate verbally and listen effectively.

     D.  Ability to network with the chain of command and chain of concern.

     E.  Leadership qualities, listening and organizational skills.
     F.  Knowledge to assist in educating unit Families about the Nebraska Army National Guard.
G.  Desire to increase personal knowledge and leadership skills.
IV.  Supervision 
     A.  The Family Readiness Family Sponsorship Coordinator works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A.  Educational opportunities.
B. Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.
POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP KEY CALLER CHAIRPERSON-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Establish a network to convey information via telephone and email to unit Families.
I.  Introduction.   The Key Caller Chairperson is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program. The following is provided as guidance to aid you in serving as the Key Caller Chairperson for your unit’s Family Readiness Group.  The Family Readiness Group’s telephone/email tree is a system that enables Key Callers to quickly and accurately disseminate information to Families.

II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Completes Key Caller Training.

C.  Registers on the guardfamily.org website to record volunteer hours.

     D.  Prepares the unit telephone/email tree from the unit alert roster and Family Member Information Sheets. 

     E.  Files completed phone/email tree in the unit commander’s Family Readiness binder and sends a copy to the State Family Readiness Office. 

     F.  Ensures each service member has one contact on the phone tree.  Phone Tree is limited to one contact per service member in order to keep the phone tree manageable and to help ensure a timely dissemination of information.  The Email Tree can have more than one contact per service member.

     G.  Recruits Key Callers.  Each Key Caller is ideally (depending on unit size and the size of the unit) assigned 5 to 8 Families to call to help minimize the cost of calling and time involved.

     H.  Ensures Key Callers have calling cards provided by the State Family Program Office.

     I.  Coordinates with unit and Key Callers to add new Families to the Phone Tree, remove those who leave the unit and update any changes found when making calls.  

J. Coordinates testing of the FRG phone tree at least biannually, more often during deployments.

     K.  Helps create the calling script (Commander and/or State Family Program Office can assist) used by the Key Callers to ensure accurate information is passed to Families. 

     L.  Ensures all contacts were made by each Key Caller.

     M.  Fields calls from Key Callers with questions or reports of Families with concerns or needing assistance.

     N.  Keeps a log of calls received and calls made and their results.

     O.  Reports any problems, concerns or questions reported from Key Callers from Family members to the FRG Leader.

     P.  Ensures necessary follow up is completed for those Families requesting information or requiring assistance. 

     Q.  Maintains confidentiality, discourages gossip and dispels rumors.
III. Qualifications.
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Ability to communicate verbally and listen effectively.

     C.  Ability to network with the chain of command and chain of concern.

     D.  Leadership qualities, listening and organizational skills and ability to delegate.
     E.  Knowledge to assist in educating unit Families about the Nebraska Army National Guard.
F    Assist and mentor other FRG volunteers.

G.  Desire to increase personal knowledge and leadership skills.
IV.  Supervision 
     A.  The Family Readiness Group Key Caller Chairperson works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A.  Educational opportunities.
B.  Travel opportunities to attend Family Program conferences and workshops.

C.  Networking with other National Guard Families and Soldiers. 

D.  Volunteer experience.

E.  Increase skills for present and future job opportunities.
POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP KEY CALLER-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Support approximately 5-8 Families in the unit by providing personal contact and disseminating information on a regular basis via telephone and email.
I.  Introduction.   The Key Caller is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program. The following is provided as guidance to aid you in serving as a Key Caller for your unit’s Family Readiness Group.  The Family Readiness Group’s telephone/email tree is a system that enables Key Callers to quickly and accurately disseminate information to Families.

II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Completes Key Caller Training.

C.  Registers on the guardfamily.org website to record volunteer hours.

     D.  Secures calling card from Key Caller Chairperson to cover calling expenses prior to calling Families.

     E.  Calls Families on assigned portion of the phone tree to disseminate important information. Tries them more than once if there is no answer the first time.  Uses a script provided by the Key Caller Chairperson.

     F.  Keeps a log of calls received and calls made and their results.

     G.  Fields calls from assigned Families and answer questions or direct callers to appropriate resources.

     H.  Reports any problems, concerns or questions from Family members to the Key Caller Chairperson.

     I.  Checks to ensure necessary follow up is completed for those Families requesting information or requiring assistance. 

     J.  Maintains confidentiality, discourages gossip and dispels rumors.

     K.  Maintains regular contact with Families by making “We Care” calls as scheduled, determined by the Family Readiness Group.  “We Care” calls are normally made during deployments to check on Families but encouraged quarterly regardless of where a unit is in the deployment cycle.

L.  Makes updates to their portion of the phone tree when Families have changes and informs Key Caller Chairperson. 

M.  Welcomes new Families assigned to their portion of the phone tree group.

III. Qualifications
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Ability to communicate verbally and listen effectively.

     C.  Ability to network with the chain of command and chain of concern.

     D.  Leadership qualities, listening and organizational skills.
     E.  Knowledge to assist in educating unit Families about the Nebraska Army National Guard.
F.  Desire to increase personal knowledge and leadership skills.
IV.  Supervision 
     A.  The Key Caller works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
F.  Educational opportunities.

G. Travel opportunities to attend Family Program conferences and workshops.

H. Networking with other National Guard Families and Soldiers. 

I. Volunteer experience.

J. Increase skills for present and future job opportunities.

POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP SPECIAL EVENTS COORDINATOR-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Plan, organize and execute FRG activities and special events which both complement the unit mission and support the goals and objectives of the FRG.
I.  Introduction.   A Special Events Coordinator is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program.  The following is provided as guidance to aid you in coordinating events for your unit’s Family Readiness Group.  Special events should be consistent with the Commander’s intent for the Family Readiness Program.
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Registers on the guardfamily.org website to record volunteer hours.

     C.  Solicits FRG members’ ideas and interests regarding events.

     D.  Obtains approval of events through FRG and unit leadership.

     E.  Recruits other volunteers to assist with event details and brainstorm needs.

     F.  Coordinates financial needs with FRG Leader, Treasurer and Commander.

     G.  Coordinates publicity of event with Newsletter Publisher, FRG and unit leadership.

     H.  Coordinates planning sessions and completes event planning. 

     I.  Follows up after the event with FRG members and unit leadership to determine positives and negatives of the event. 

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

III. Qualifications
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Ability to plan and organize events with enthusiasm and energy.

     C.  Ability to communicate verbally and listen effectively.

     D.  Ability to network with the chain of command and chain of concern.

E. Leadership qualities, listening and organizational skills.

IV. Supervision 
     A.  The Family Readiness Special Events Coordinator works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A. Educational opportunities.
B. Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.
POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP TREASURER/ALTERNATE TREASURER-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Maintain accurate fiscal record for Family Readiness Group bank account.
I.  Introduction.  The Treasurer and Alternate Treasurer are statutory volunteers serving in an official capacity in direct support of the National Guard Family Program.  They will maintain simple accounting records and receipts for Family Readiness Group funds in accordance with Army Regulation 600-20, Paragraph 4-21; Army Regulation 608-1, Appendix J, paragraph J-7; Air/ Army and National Guard Bureau Funding Guidance; the State Family Program Office and the Nebraska Army National Guard Treasurer’s Handbook.  

All tasks are accomplished with the support of the Commander, FRG Leader and State Family Program Office.  Should you have any questions or concerns accomplishing your duties as Treasurer, contact the State Family Program Office at 1-800-432-6778.

II.  Major Duties and Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.
B. Registers on guardfamily.org website and records volunteer hours.

C.  Completes Treasurer Training.

     D.  Prior to opening a FRG account, file IRS form SS4 to receive an Employer Identification Number (EIN) (a tax ID number) to avoid use of personal Social Security Number.  If SSN is used for reporting to the IRS, checking account may be perceived as personal income by the Internal Revenue Service.      

     E.  Opens and maintains a non-interest bearing checking account in a federally insured financial institution.  When signing checks, a minimum of two volunteer signatures is required.

     F.  Maintains simple accounting records (Checkbook Register) showing all transactions, both in and out for FRG funds.  Maintain receipts of how monies were disbursed.  

     G.  Ensures payment of sales tax for items purchased by the Family Readiness 

 Group, as it is not considered a nonprofit organization.

     H.  Ensures the FRG informal fund account does not exceed $10,000 income per year, and also its balance does not exceed $10,000 at any time. Also ensure the account’s use is limited to expenses consistent with the purpose and function of the FRG Informal Fund.

     I.  Helps ensure FRG only conducts internal fundraising amongst their members (unit) and obtains unit command and State Family Program Office approval prior to any fundraising. External fundraising is not authorized in accordance with National Guard Bureau and Department of the Army guidance. 
      J.  Helps to ensure the FRG does not solicit or give donations or gifts.  However, Commanders may now accept/approve UNSOLICITED donations in conjunction with the State Family Program Director to the FRG informal fund of $1000 or less (annually).  This donation counts as FRG income and counts against the FRG $10,000 annual income cap.  All donations must be “unconditional” as acknowledged by the Nebraska Family Readiness Form found in the appendix of the Nebraska Army National Guard Treasurer’s Handbook or available upon request from the State Family Program Office.  Help ensure this form is completed and proper distribution is made.  The form will be maintained by the Treasurer with a copy furnished to the State Family Program Office.

      K.  Helps ensure FRG funds do not augment other unit informal funds such as the unit’s fund.  The FRG funds can not be deposited or mixed with personal or unit funds.

      L.  Helps ensure FRG funds are not used to purchase items or services which may be paid for using military (appropriated) funds or for items not related to family readiness such as service member farewell gifts.

     M.  Helps ensure FRG Standard Operating Procedure.  FRGs with an informal fund must have an organizing SOP that provides minimal information regarding FRG expenditures which need to be in accordance with the wishes of the majority of FRG members and all fundraisers must have Command and State Family Program Office approval before proceeding.  It must be signed by the Treasurer and Alternate Treasurer.  It is filed in the unit’s Family Readiness Binder and a copy forwarded to the State Family Program Office.  

      N.  Provides a Treasurer Report to the Commander and the State Family Program Office.  This report includes 3 items, which are:  the Treasurer Report Memorandum (see Nebraska National Guard Treasurer’s Handbook), copy of all Bank Statements since the last report and a copy of the Checkbook Register showing all transactions since the last report.  

Reports are also required from units that have no checking accounts or no funds in their checking accounts as well.  Reports are due annually by September 30th, unless unit is deployed.  If unit is deployed, reports are due quarterly (Mar, Jun, Sep, Dec) to the State Family Program Office.

     O.  Promote the Family Readiness program within the Guard and community whenever possible.

III. Qualifications.
     A.  Belief in the Nebraska National Guard Family Program.

B. Good mathematics skills and record keeping ability.

     C.  Ability to manage funds and provide accurate reports.

     D.  Ability to network with the chain of command and chain of concern.

     E.  Leadership qualities and organizational skills.
IV.  Supervision 
     A.  The Family Readiness Group Treasurer works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A. Educational opportunities.
B. Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.

PLEASE NOTE THE NEBRASKA NATIONAL GUARD TREASURER’S HANDBOOK IS STILL IN PROCESS. 

POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP NEWSLETTER PUBLISHER-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Provide unit Soldiers and Families with written information on programs and services of interest.
I.  Introduction.   The Newsletter Publisher is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program. The following is provided as guidance to aid you in creating the newsletter for your unit’s Family Readiness Group.  The Family Readiness Group’s newsletter is an excellent way to communicate with the unit’s Families to provide them with current information about benefits, activities, programs and services available to them.  
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.
B.  Registers on the guardfamily.org website and records volunteer hours.

     C.  Views class on Family Readiness Group Newsletters online at https://www.neguard.com to gain an understanding of the guidelines for publishing a newsletter regarding official and unofficial news and its funding and resources available. 

     D.  Designs and publishes a newsletter and gets input from the Family Readiness Group, Commander and Family Readiness Group Leader.  The State Family Program Office can also be a resource.  (Newsletter examples are available from the Family Program Office.)

     E.  Collects information for the newsletter by requesting input from FRG members and unit leadership.  Encourages other FRG members to contribute information and articles for publication.

     F.  Provides copies of draft newsletters to FRG Leader and Commander for editing and approval.
     G.  After final editing and approval, produces newsletter.
     H.  Works with Key Caller Chairperson for distribution of newsletter via email tree.

     I.  Sends copy of newsletter to the State Family Program Office and files a copy in the unit commander’s Family Readiness binder.

III. Qualifications.
     A.  Belief in the Nebraska National Guard Family Program.
     B.  Editorial, spelling, grammar; ability to write articles.
     C.  Organizational skills.

     D.  Creative. 

     E.  Maintains confidentiality and privacy. 

F. Knowledge of the Family Readiness Program and the unit structure.

G. Desire to increase personal knowledge and leadership skills.

H. Knowledge to assist in educating unit Families about the Nebraska Army National Guard.
IV.  Supervision 
     A.  The Family Readiness Group Newsletter Publisher works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A. Educational opportunities.
B. Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.

PLEASE NOTE THE ONLINE NEWSLETTER TRAINING IS STILL IN PROCESS.

POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP SECRETARY-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Provide a historical record of Family Readiness Group meetings and functions by recording accurate information and publishing in a timely manner.
I.  Introduction.   The FRG Secretary is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program. The following is provided as guidance to aid you in serving as the secretary for your unit’s Family Readiness Group.  
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.
B.  Registers on the guardfamily.org website to record volunteer hours.

     C.  Attends all FRG meetings and functions to record accurate minutes of the event. 

     D.  Distributes information and correspondence to FRG Leader, Key Caller Chairperson and Newsletter Chairperson.      

     E.  Maintains a FRG binder with copies of meeting minutes, agendas, sign-in sheets, evaluations and other pertinent FRG information as determined by the FRG and files copies in the unit commander’s Family Readiness binder.

F. Maintains confidentiality and acts in a sensitive manner.

III.  Qualifications. 

     A.  Belief in the Nebraska National Guard Family Program.
     B.  Ability to take accurate notes and keep records. 

     C.  Organizational skills.
D. Knowledge of the Family Readiness Program and the unit structure.

E.  Desire to increase personal knowledge and leadership skills.

IV.  Supervision 
     A.  The Family Readiness Group Secretary works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A. Educational opportunities.
B.   Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.
POSITION DESCRIPTION

NEBRASKA ARMY NATIONAL GUARD

-FAMILY READINESS GROUP CHILD AND YOUTH PROGRAM COORDINATOR-

(Volunteer Opportunity)

Revised: June09

Supervisor: Commander or designated representative
Objective: Coordinate programs and activities designed to support the children and youth of the Family Readiness Group.
I.  Introduction.   A Child and Youth Program Coordinator is a statutory volunteer serving in an official capacity in direct support of the National Guard Family Program.  The following is provided as guidance to aid you in being a coordinator for the children and youth of your Family Readiness Group. 
II.  Major Responsibilities.

A.  Completes a Volunteer Packet.  Original is filed at the State Family Program Office and a copy at the unit.

B.  Registers on the guardfamily.org website to record volunteer hours.

     C.  Serves as the FRG contact for the State Youth Coordinator, Youth Program Specialist-AYDP, Family Assistance Center Specialist, FRG Leader and community based organizations.

     D.  Coordinates with FRG Leader and Family Readiness Military Point of Contact (MPOC) in order to build and maintain a database containing children and youth contact information.

     E.  Plans, organizes and executes age appropriate activities for unit children and youth.

     F.  Communicates needs of children and youth to State Youth Coordinator.

     G.  Works closely with the State Youth Coordinator to help increase and implement programs for children and youth of the Nebraska National Guard.

III. Qualifications
     A.  Belief in the Nebraska National Guard Family Program.

     B.  Ability to create a positive learning environment for children and youth.

     C.  Outgoing personality, enthusiastic and compassionate.

     D.  Ability to communicate verbally and listen effectively.

     E.  Ability to network with the chain of command and chain of concern.

     F.  Leadership qualities, listening and organizational skills.
G.  Desire to increase personal knowledge and leadership skills.
IV.  Supervision 
     A.  The Family Readiness Child and Youth Program Coordinator works independently under the guidance and supervision of the Commander or designated representative.

V.  Benefits
A. Educational opportunities.
B. Travel opportunities to attend Family Program conferences and workshops.

C. Networking with other National Guard Families and Soldiers. 

D. Volunteer experience.

E. Increase skills for present and future job opportunities.
