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Position Title:      Communications Chairperson

Supervisor:          FRG Leader & FRG Co-Leader

Description of Duties:
· Designs newsletter 
· Responsible for e-mail distribution list
· Oversees the gathering of information from all sources for newsletter development
· Organizes, writes, and edits materials for Unit Newsletter 
· Provides copies of draft newsletter to FRG Leader, FRG Co-Leader and FRL for editing
· Upon approval e-mails final copy of Unit newsletter to appointed volunteers, and families
· Coordinates with FRG leader to determine advertising needs for upcoming events via e-mail distribution list
· Disseminates information about FRG, battalion, and National Guard events through newsletter, flyers, mailings, e-mail, and phone tree POC’s
· Forwards necessary e-mails every other day that need to be sent to families or FRG Leaders
· Responds to incoming e-mails and forwards as needed to FRG Leaders
· Works closely with Co-FRG Leader to update e-mail contacts
· Writes input for Chain of Concern and provides draft to FRG leader
· Helps wherever needed
· Records hours monthly on JSS portal www.jointservicessupport.org  

Time Required:     Approximately 12-15 hours per month depending on deployment status and 
                                 other scheduled activities; one-year commitment

Qualifications:
· Attend FRG Classroom Training provided by State within 90 days of appointment
· Editorial, spelling, and grammar skills
· Ability to write articles
· Creative, energetic, and artistically talented
· Ability to work well with others
· Well organized
· Great time management skills

Required Training:
· FRG 101
· JSS Activity Tracking Training

Recommended Training:
· NG 101, On-line at JSS portal www.jointservicessupport.org
· Attend one State Level Family Readiness Training Annually
· Similar courses and/or past experience 
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Volunteer Name: __________________________________________ Date: ______________

Commander:         __________________________________________ Date: ______________

