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Position Title:      Treasurer

Supervisor:          FRG Leader 

Description of Duties:
· Prepares from SS4 and applies to the IRS for an employee ID number
· Sets up fund account at a local bank
· Maintains FRG fund records and ledger; keeps it up to date at all times
· Receives and counts all funds submitted from fundraisers
· Prepares deposit slips, and deposits funds to FRG account
· Reviews monthly bank statements and reconciles with ledger; contacts financial institution regarding any unexplained discrepancies
· Maintains FRG checkbook and writes checks 
· Prepares monthly report (according to state required format) 
· E-mails monthly report to all appointed volunteers, Commander, FRL and FRSA by the 15th of every month
· Disperses checks in accordance with FRG leader and Commander’s guidance
· Helps wherever needed
· Regularly attends FRG meetings
· Presents treasurers report at FRG meetings
· Records hours monthly on JSS portal www.jointservicessupport.org 
· Submits request for fundraising approval 


Time Required:   Approximately 10-20 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
· Knowledge of banking procedures
· Good math skills
· Ability to work well with others
· Well organized

Required Training:
· FRG 101
· JSS Activity Tracking Training


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


I agree to abide by this position description.

Volunteer Name: __________________________________________ Date: ______________

Commander:         __________________________________________ Date: ______________
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