BEING AN EFFECTIVE FRG LEADER

1.  POSITION TITLE. Company or Battalion Family Readiness Group (FRG) Leader

2.  RESPONSIBLE TO. The FRG Leader is responsible to the Company Commander and Unit Family Readiness Liaison (FRL).

3.  GOALS. The FRG leader’s goals are to--

     a.  Be the communication link between the unit commander and families.

     b.  Link families with local resources

4.  OBJECTIVES. The FRG leader’s objectives are to—

     a.  Provide information, outreach services, and emotional Readiness.

     b.  Use problem solving techniques to –

          (1) Determine the problem areas.

          (2) Identify alternative solutions.

          (3) Initiate and evaluate the FRG program.

          (4) Make recommendations.

5.  DESCRIPTIONS OF DUTIES. The FRG leader will—

a.  Recruit volunteers to serve as FRG contact persons or committee members.

b.  Distribute information in a timely manner by establishing and --

     (1) Publishing an FRG newsletter.

     (2) Updating their telephone tree.

     c.  Organize periodic FRG meetings to distribute information, identify problem areas, and find solutions.

     d.  Oversee unit activities (for example, spouse meetings, unit programs, unit functions).

     e.  Ensure FRG volunteers receive training and recognition.

     f.  Represent the unit at the next-higher-level FRG.

6.  TIME REQUIRED. An average of 4 hours per week.  (During the initial stages of establishment and deployment the job may require more time).

7.  QUALIFICATIONS. The FRG leader will --

     a.  Be committed to the FRG Program, the FRG mission, and the family members, and understand the value of FRG readiness to the unit.

     b.  Enjoy working with people.

     c.  Be flexible, reliable, and discreet.

     d.  Be willing to learn from FRG members and advisers and to adjust as the program and FRG evolves.

8.  TRAINING.  The FRG leader may receive training in active listening, communication skills, conflict resolution, leadership styles, problem solving, and time management.  Training will be through the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).

1

BEING AN EFFECTIVE KEY CALLER

1.  POSITION TITLE. Family Readiness Group (FRG) Key Caller.

2.  RESPONSIBLE TO. The FRG Key Caller is responsible to the company FRG Leader.

3.  GOALS. The FRG Key Caller’s goal is to work with the battalion and company FRGs to help family members.

4.  OBJECTIVES. The FRG Key Caller’s objectives are to provide—

     a.  Information, outreach services, and emotional support to military families before, during, and after family separation because of deployment or extended training exercises.

     b.  Feedback and recommendations to the company or battalion FRG leader.

5.  DESCRIPTIONS OF DUTIES. The FRG contact person will—

     a.  Regularly contact five to eight unit-member spouses and newcomers.  Depending on the size of the unit and the Readiness structure organization, these regularly contacted spouses may call other spouses on the telephone tree.  The FRG contact person will contact spouses and newcomers by-- 

     (1) Welcoming them to the FRG.

     (2) Distributing information.

     (3) Contacting FRG members regularly by telephone or in person.

     (4) Making referrals to local agencies, as needed.

     b.  Attend company-level FRG activities.

     c.  Ensure confidentiality and act in a sensitive manner.

     d.  Report critical situations to appropriate parties.

     e.  Update the contact roster with telephone numbers of new arrivals.  The contact person will report changes to the FRG leader.

6.  TIME REQUIRED. Approximately 10 hours per month.  

7.  QUALIFICATIONS. The FRG contact person will --

     a.  Possess caring and supportive qualities.

     b.  Be willing to care for others in times of need or crisis.

     c.  Stay current on community events and assistance programs.

8.  TRAINING.  The FRG contact person may receive training in communication skills, active listening, dealing with difficult people, and problem solving.  Training will be conducted by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).
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BEING AN ACCURATE TREASURER

1.  POSITION TITLE. Family Readiness Group (FRG) Treasurer (Fund Custodian).

2.  RESPONSIBLE TO. The FRG Treasurer is responsible to the company FRG Leader.

3.  GOALS. The FRG treasurer’s goal is to maintain an organized and accurate count of the FRG funds, maintain records for at least a year, and keep the Informal FRG Fund SOP up to date.

4.  OBJECTIVES. The FRG treasurer’s objectives are to maintain a binder with all FRG Fund information to be able to report an accurate monthly log of all income and expenses to the FRG.

5.  DESCRIPTIONS OF DUTIES. The FRG Treasurer will—

     a.  Maintain the FRG Informal Fund and include copies of the following in the FRG Fund Binder- 

     (1) Pay the FRG bills.

     (2) Account for all expenditures and the source of expenditure.

     (3) Account for all income and the source of income.

     (4) Make deposits into the FRG Fund bank account.

     b.  Attend company-level FRG activities and fundraisers.

     c.  Provide information and assistance in case of an audit (it is recommended that the FRG Fund paperwork be audited on an annual basis).

     d.  Report critical financial situations to appropriate parties.

6.  TIME REQUIRED. Approximately 4 hours per month.  

7.  QUALIFICATIONS. The FRG contact person will be organized, honest, and willing to make trips to the bank.

8.  TRAINING.  The FRG contact person may receive training in financial management.  Training will be coordinated by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).
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BEING AN EFFECTIVE SECRETARY

1.  POSITION TITLE. Family Readiness Group (FRG) Secretary.

2.  RESPONSIBLE TO. The FRG Secretary is responsible to the company FRG Leader.

3.  GOALS. The FRG contact person’s goal is to maintain accurate minutes of meetings and distribute information and correspondence to FRG leadership and newsletter editor.

4.  OBJECTIVES. The FRG Secretary’s objectives are to assist with—

     a.  The flow of information to military families before, during, and after family separation because of deployment or extended training exercises.

     b.  Keep the lines of communication open with FRG leadership.

     c.  Ensure FRG leadership are registered with the Installation Volunteer Coordinator and maintain accurate records of FRG leaderships volunteer hours.

5.  DESCRIPTIONS OF DUTIES. The FRG contact person will—

     a.  Maintain a FRG Binder with a-

     (1) Calendar.

     (2) To do list.

     (3) Current Chain of Concern Roster.

     (4) Sign in sheets.

     (5)  Agendas and minutes.

     (6) After action reports.

     b.  Attend company-level FRG activities.

     c.  Ensure confidentiality and act in a sensitive manner.

     d.  Report critical situations to appropriate parties.

     e.  Update the contact roster with telephone numbers of new arrivals.  The secretary will report changes to the FRG leader.

6.  TIME REQUIRED. Approximately 10 hours per month.  

7.  QUALIFICATIONS. The FRG contact person will be available to attend meetings and stay current on community events and assistance programs.

8.  TRAINING.  The FRG contact person may receive training in communication skills, active listening, dealing with difficult people, and problem solving.  Training will be coordinated/conducted by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).
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BEING A THOROUGH NEWSLETTER EDITOR

1.  POSITION TITLE. Family Readiness Group (FRG) Newsletter Editor.

2.  RESPONSIBLE TO. The FRG Newsletter Editor is responsible to the company FRG Leader.

3.  GOALS. The FRG Newsletter Editor’s goal is to work with the battalion and company FRGs to help disseminate complete and timely unit and community information to family members.

4.  OBJECTIVES. The FRG contact person’s objectives are to provide technical input and skill to prepare an at lease quarterly newsletter to family members.

5.  DESCRIPTIONS OF DUTIES. The FRG contact person will edit the unit newsletter to include

a.  Announcements.

b.  Circulation.

c.  Distribution.

d.  Layout.

e.  News Reports.

f.  Proofreading.

g.  Typing.

6.  UNIT SUPPORT NEEDED-

     a.  Complete and timely family information.

     b.  Copy facilities and supplies.

     c.  Postage.

     d.  Military Information.

7.  TIME REQUIRED: 10 to 20 hours per month

8.  TRAINING.  The FRG contact person may receive training in communication skills, active listening, dealing with difficult people, and problem solving.  Training will be coordinated/conducted by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).
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BEING AN OUTSTANDING HOSPITALITY COORDINATOR

1.  POSITION TITLE. Family Readiness Group (FRG) Hospitality Coordinator.

2.  RESPONSIBLE TO. The FRG Hospitality Coordinator is responsible to the company FRG Leader.

3.  GOALS. The FRG Hospitality Coordinator’s goal is to make newcomers feel welcome and cared for.

4.  DESCRIPTIONS OF DUTIES. The FRG Hospitality Coordinator will--

a.  Keep up with news of incoming families, newly married couples, new babies, illness in the family from contact persons.

b.  Can call, send email card as appropriate, remember, what is done for one person in a particular situation should be done for all members.

c.  Inform FRG of incoming families without “welcome” packets.

d.  Gather information on the number of ages and children in each family.

e.  Confirm new families have been assigned sponsors.

f.  Extend invitations to upcoming FRG activities and meetings and otherwise make sure newcomers feel welcome.

      g.  Inform family members about the newcomer’s briefing, that children are welcome and child care is available with two weeks notice through the relocation manager at 878-3638.

      h.  Obtain family members email accounts so they may receive the social calendar.

      i.  Assist/fill out the Family Readiness Questionnaire with family members and explain the telephone tree procedures.

5.  TIME REQUIRED: Up to 10 hours per month

6.  TRAINING.  The FRG contact person may receive training in communication skills, active listening, dealing with difficult people, and problem solving.  Training will be coordinated/conducted by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).
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BEING AN EXCITING ACTIVITIES COORDINATOR

1.  POSITION TITLE. Family Readiness Group (FRG) Activities Coordinator.

2.  RESPONSIBLE TO. The FRG Activities Coordinator is responsible to the company FRG Leader.

3.  GOALS. The FRG Activities Coordinator’s goal is to work with the battalion and company FRGs to develop an activities calendar.

4.  OBJECTIVES. The FRG Activities Coordinator’s objectives are to provide suggestions for social activities to compliment the informational process of the FRG.

5.  DESCRIPTIONS OF DUTIES. The FRG activities coordinator will--

a.  Solicit ideas, interest through the newsletter, at FRG and predeployment meetings.

b.  Coordinate location, date, and time with FRG leadership

c.  Recruit workers to assist and motivate them.

d.  Be familiar with the unit training schedule (timing is essential)

e.  Coordinate financial needs with the treasurer, FRG leadership

f.  Coordinate publicity with newsletter editor and contact callers.

6.  UNIT SUPPORT NEEDED-

     a.  Training schedule.

     b.  Occasionally detailing personnel for large events.

     c.  Phone numbers.

     d.  A unit point of contact.

7.  QUALIFICATIONS .   Would be innovativeness, motivation and the ability to generate interest in others, and time to devote to the job.

8.  TIME REQUIRED: 8 hours per month

9.  TRAINING.  The FRG contact person may receive training in communication skills, active listening, dealing with difficult people, and problem solving.  Training will be coordinated/conducted by the Family Readiness Coordinator, Army Community Service (ACS) or the installation volunteer coordinator (IVC).

10.  SKILLS, KNOWLEDGE THAT WOULD BE GAINED.

     a.  Ability to organize.

     b.  Ability to recognize needs and interests.

     c.  Communication and interpersonal skills.

     d.  Ability to determine resource requirements.

     e.  Ability to work with and request assistance from sources of resources and assets.
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BEING A FUN FUND-RAISING COORDINATOR

1.  POSITION TITLE. Family Readiness Group (FRG) Fund-Raising Coordinator.

2.  RESPONSIBLE TO. The FRG Fund-Raising Coordinator is responsible to the company FRG Leader.

3.  GOALS. The FRG Fund-Raising Coordinator’s goal is to coordinate fund-raising events to ensure that funds are available for the group’s activities.

4.  DESCRIPTIONS OF DUTIES. The FRG Fund-Raising coordinator will--

a.  Recruit volunteers and delegate work.

b.  Determine requirements and logistics.

c.  Develop work schedules.

d.  Keep FRG Leadership informed.

e.  Account for funds before they are turned over to the treasurer.

f.  Coordinate publicity with newsletter editor and contact callers.

5. QUALIFICATIONS .   Outgoing personality.

6.  TIME REQUIRED: 10 hours per month

7.  SKILLS, KNOWLEDGE THAT WOULD BE GAINED.

     a.  Supervisory and managerial skills.

     b.  Organizational skills.

     c.  Communication and interpersonal skills.

8

RULES FOR BEING AN EFFICIENT AND EFFECTIVE KEY CALLER

 1.  Make sure information flows up and down the chain of concern.

 2.  Make sure you give correct information out and that it has come from the command.  

3.  Don’t speculate.  If you speculate on the phone with a spouse, that spouse may think your speculation is “truth.”  Remember that people often hear what they want to hear.  It is easier to be straight-forward up front so you won’t hear “Before YOU said…” later.

 3.  There is NO RANK in the FRG, you are not the PLT SGT’s wife, or CPT so-and-so’s wife, you are “Betty” with the ________FRG.

  4.  Use a call script to ensure you provide the same information to everyone in the same manner.  Make sure you keep a log of all information you receive, insure it is clear, concise, and accurate, repeat the message, to insure it is the message given.

 5.  Give caller resources and encourage them to help solve their own problems.

 6.  Be positive, never tell them you cannot/will not help, if you don’t know tell them you will get back to them.  Make sure you follow up on all problem calls.

 7.  Use your resources, share your resources!

 8.  Remember, you are not a Doctor, Lawyer, Priest, Counselor, Baby-sitter, Caterer, Taxi Driver, Finance office, Commander, Psychologist, or the Commander-in-Chief!!  Just be a friend.
  9.  Your position is one of concern, care, and compassion - NOT a position of command, control or coercion.

10.  Confidentiality, is a must.  Help the person, don’t just talk about her.

11.  Take care of yourself, if you need help ask.

12.  Know how to handle the different types of call, be prepared.  

13.  You have the opportunity to stop and control rumors.  Be part of the solution and tell spouses that rumors have not been verified.
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