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APPENDIX H

ARIZONA NATIONAL GUARD

Unit Volunteer

FAMILY READINESS GROUP TREASURER
JOB DESCRIPTION
TITLE:  FAMILY READINESS GROUP (FRG) Treasurer

MAJOR OBJECTIVE:  To keep a complete and accurate record of all income and

expenses, and is custodian of all funds for the unit’s (detachment/company/battery/squadron/flight) FRG

RESPONSIBILITIES:

To work with, and under the direct supervision of, the unit commander and ensure compliance with all Army/Air Force military regulations.  (Army Regulation 210-1 and Air Force Regulation 211-24).

To ensure the unit’s FRG does not exceed a net worth in excess of $1,000.00

To work in partnership with the unit’s FRG Chairperson and the FAMILY READINESS GROUP Coordinator (FRGC) to ensure effective and efficient management of the FRG.

To open and establish a non-interest bearing checking account and deposit all funds of the FRG in a financial institution that is federally insured.

To obtain signature cards from the financial institution for the new chairperson and treasurer the following year, and when any changes occur during the year.

To keep records up to date on the FRG checking account and be able to report at all meetings on the finances of the FRG.

To provide a written financial report annually (or whenever requested) to the unit commander and FRG Chairperson on the financial status of the FRG’s account.

To obtain from the unit commander his/her annual audit certification review of the FRG fund account.

To obtain the unit commander’s written approval for expenses and future obligations.

To work with the fundraising committee’s chairpersons.  (For accountability and expenditure of funds.)

To prepare a budget report for the coming years activities.

RESPONSIBILITIES:

To serve as part of the unit’s FRG leadership and to assist the FRG Chairperson where needed.

To work with the unit’s FRG Chairperson, FRGC and the other FRG leadership in recruiting volunteers to form FRG subcommittees to perform the required duties of FRG.  Examples of these committees are Welcome, Social Services, Activities, Emergency Relief, Public Relations, and Retirement.

Other duties as determined by the unit commander.

QUALIFICATIONS:   The individual must:

Have the DESIRE and COMMITMENT to work with unit families.

Have the TIME to assist/support volunteer family members in organizing and sustaining the unit’s FRG.

Have the KNOWLEDGE to assist/support volunteer family members in organizing and sustaining the unit’s FRG.

Possess leadership skills.

Have good mathematical skills and some bookkeeping experience preferred.

Have a good personal character (meet the qualifications for a bond).

Enjoy attention to detail.

Have a mature, responsible, and positive attitude.

Have the ability to get along well with others.

TRAINING:

As provided by the State Family Program Office, on-the-job training, the unit commander and FRGC, and/or the higher headquarters.  May include regional/state workshop sponsored by the State Family Program Office.

WORK HOURS:

Hours are flexible as determined by the needs of the unit’s FRG and commander.  Approximately 5 hours per month, depending upon number and type of unit events.

COMMITMENT:

The minimum commitment is one year unless changed by mutual agreement of the unit commander and the FRG Treasurer.  Contract is renewable based upon favorable performance evaluation.  However, no FRG Treasurer should exceed two years.

ACCOUNTABILITY AND SUPERVISION:

The FRG Treasurer works independently under the guidance and supervision of he unit commander.  Performance should be evaluated (with input by the unit FRG Chairperson, FRGC and FRG members at least quarterly (verbally) and annually (in writing).

BENEFITS:

The FRG Treasurer will be privileged with information provided by the unit FRG Chairperson, FRGC, commander and higher headquarters FPC as deemed necessary and appropriate.

The unit commander will provide the FRG Treasurer office space, office supplies, use of he phone, copier, and mailing privileges to conduct official unit FRG business.

The FRG Treasurer will receive training as necessary.

The FRG Treasurer will be able to utilize volunteer experience on their professional resume.

The FRG Treasurer will gain recognition as the unit’s Family Program representative.

NOTE:  THIS JOB DESCRIPTION IS PROVIDED AS GUIDANCE FOR USE BY UNIT COMMANDERS AND FRG Treasurers.
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