FAMILY READINESS GROUP VOLUNTEER  DESCRIPTION

POSITION TITLE:		Phone Tree Key Caller / Point of Contact (POC)
RESPONSIBLE TO:		Phone Tree Manager and /or FRG Leader
PURPOSE:			Gather and disseminate information
POSITION:		
· Calls each of the assigned families on their call list
· Passes important information provided to them in a script by Phone Tree Manager and / or FRG Leader in a timely manner
· Answers questions and or directs callers to appropriate resources ; Family Assistance Center 1-888-365-9287
· Reports any discrepancies in the information on the list
· Welcomes new families on the Phone Tree list
· Maintains confidentiality, discourage gossip, and rumors
· Reports serious matters to the Phone Tree Manager and / or FRG Leader
· Keeps a log of all calls made and reports the results to the Phone Tree Manager and / or FRG Leader
· Record volunteer time under activity tracking in JSS

TIME REQUIRED:	Minimum of ten hours annually (dependent upon how frequent the Phone Tree is activated) 
QUALIFICATIONS & SPECIALS SKILLS:
· Good telephone/communication skills
· Knowledge of Family Assistance Center and how to contact them
· Concern and empathy for others; calm under stress
REQUIRED TRAINING:		
· Phone Tree Training
· JSS Activity Tracking Training
RECOMMENDED TRAINING:
· FRG 101
· Resilience Training
· Applied Suicide Intervention Skills  Training (Asist)
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I agree to abide by this position description.

Volunteer Name: __________________________________________ Date: ______________

Commander:         __________________________________________ Date: ______________

