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Events & Special Programs Volunteer  
Position Description 

 
 
Position Title: Events & Special Programs Support Volunteer 
 
Purpose: To provide coordination support to the Unit & Family Readiness team.  The 
program support team will ensure events provide safe age appropriate, location 
sensitive, and information providing events are facilitated & supported for service 
members and their families as needed to remain mission ready. 
 
Duties and Responsibilities:  Typical activities volunteers will be asked to assist with 
include, but are not limited to the following: 
 

 Assist with recruiting to maintain team. 

 Ensure proper setup/clean up before, during and after programs. 

 Greeting people who attend the various programs and activities. 

 Contacting families/commands to inform them of available support programs. 
 

Time Requirement: 

 Office volunteer work takes place during regular office hours (Monday – Friday). 

 Schedule is flexible and will vary depending on task and volunteer availability. 
 
Skills and Qualifications: 

 Punctual and dependable. 

 Ability to see task through completion. 

 Must be able to interact with individuals of diverse cultures and rank structure. 

 Knowledge of Microsoft Office Programs preferred. 
 
Orientation and Training 

 Complete a Volunteer Application Form. 
 
Supervision 

 Program Support volunteers will be supported by the Family Readiness Officer 
 
Benefits 

 Give back to your community. 

 Gain new experiences and personal growth. 
 
 
 
 


