80TH ASG FAMILY READINESS GROUP

JOB DESCRIPTION

JOB TITLE:

W.E.B. (Welcoming Everyone to Belgium) Coodinator

OBJECTIVES:


· To provide a means to personally welcome each U.S. newcomer and his/her family to the SHAPE/Chievres Community

· To provide a personal point of contact – put a face on the unit

· To provide follow-up moral support, answers to questions, & referral after the immediate arrival

DESCRIPTION OF DUTIES:

· Develop a team of volunteers who will strive together to meet the above objectives

· Develop a network of “experts” in a variety of community activities in order to refer questions

· Work with ACS and other FRGs in community to voluntarily staff the Welcome Center located in the Maisieres Hotel 

· Develop a training plan and user-friendly procedures for recruiting and retaining volunteers

· Interface with unit military and civilian liaisons to receive notification of incoming personnel and their family demographics

· Assign a volunteer for each newcomer family, who will make initial personal contact, provide follow-up communication, answer questions, make referrals, and network new families into the unit’s FRG group

TIME LINE:

The W.E.B. Coordinator will be appointed to serve for one year, upon approval by the FRG Coordinators, beginning January 2002 and ending in January 2003.  

QUALIFICATIONS:

The W.E.B. Coordinator  should be a person who enjoys working with people, and has excellent listening skills.  She/he must be able to anticipate the needs of others.  Organizational and Administrative skills are inherent in any leadership position.  She/he must also have a sense of compassion for Newcomers and a commitment to the unit.  

TRAINING:

Training may be provided by the 80th ASG FRG Leadership Team, the Relocation Office Sponsorship Program, and other resources within ACS.
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