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Position Title:      FRG Secretary

Responsible To:   FRG Leader 

Position:
· Maintains a Continuity binder with sign-in sheets, agendas and minutes, correspondence, newsletters, after-action reports, and any other FRG related documents (formal review and discussion of past FRG events)
· Attends FRG meetings to accurately take notes for creating meeting minutes, if unavailable to attend meetings lets FRG Leader  know 1 week ahead of scheduled meeting, if possible, so they can make other arrangements
· Types up meeting minutes in a timely manner (no later than 3 Days after the meeting) using the state required format
· Distributes meeting minutes to FRG volunteers, FRSA, via e-mail
· Creates and maintains sign-up sheets from all FRG meetings and events
· Helps wherever needed as asked
· Ensures confidentiality and acts in a sensitive manner
· Records hours monthly on JSS portal www.jointservicessupport.org  


Time Required:   Approximately 5 hours/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
· Ability to take accurate notes and keep records
· Has access to a computer and e-mail
· Basic computer skills and efficiency with Microsoft Word or similar program
· Well organized

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 




I agree to abide by this position description.

[bookmark: _GoBack]Volunteer Name: __________________________________________ Date: ______________

Commander:         __________________________________________ Date: ______________

