6th Air Defense Artillery Brigade

Administrative CARE Position Description

POSITION TITLE:  Administrative/ Home Care Team Member

RESPONSIBLE TO: Care Team Leader and Commander
PURPOSE:  When activated, you could be asked to fill an administrative function. If asked to serve in an administrative capacity, your duties could involve any of the following:

POSITION DESCRIPTION:
· Making deliveries

· Giving directions

· Message running

· Baggage handling

· Taking inbound/making outbound calls

· Information management

· Security

· Clerical assistance (copying, faxing, collating)

· Word processing

· Hotel assignments

· Escorting families

· Transportation coordination

· Agency liaison (i.e: assisting the ARC with badging)

· Data entry

· Airport meeter/greeter

· Supply runner (pharmacy items, office supplies)

· Driver
TIME REQUIRED:

· As needed. Situations will vary.

QUALIFICATIONS AND SPECIAL SKILLS:
· A desire to assist others during trauma

· Knowledge of community resources and crisis intervention

· Concern and empathy for others; calm under stress

RECOMMENDED TRAINING:
 Care Team Training

Confidentiality Agreement

I agree to the above listed duties and understand that while working as an FRG Care Team Member, I may become privy to a family member’s personal problems and situations.  Therefore, by executing this form, I agree to hold all information in strict confidence.

Volunteer Signature 








Date
