

Jurisdiction Name

Volunteer Council Member Position Description


Position Description: 
Citizen Corps Council Member
Reports To: 


Citizen Corps Chairperson




Citizen Corps Vice-Chair

Time Commitment:

Pre-Disaster – 2 hours per month





During Disaster – no direct responsibility
Responsibilities:

· Council members should attend the regular meetings. Extenuating circumstances for absences will be considered by the Chair. 
· Notification of absence for a regularly scheduled meeting should be communicated to the Chair or the Secretary in advance of the meeting.
· Council members will provide (choose) guidance/oversight/advice to the local government in order to promote Council programs.

· Add responsibilities as appropriate to the work being completed by your local Council
Skills, Knowledge, Experience and Background suggested:
The Council shall be comprised of volunteer representatives of diverse segments from each of the following groups: 

· First responder community: emergency management, police, fire, EMS;

· Elected official;

· Volunteer, community service, faith- and community-based organizations; 

· Educational institutions; 

· Medical facilities: hospital, long-term care, health department, physician; 

· Business and industry; 

· Community’s neighborhood networks. 
Additional members of the Council should include:

· Citizen Corps Partner Program members from within the jurisdiction

· Affiliate Program members from within the jurisdiction
Training Required:
· IS-700 – EMI Independent study course at a minimum – classroom setting preferred
· IS-100 – EMI Independent Study course at a minimum – classroom setting preferred 

· IS-22 - Are You Ready? An in-depth guide to citizen preparedness
Advancement Potential:

This position has advancement potential to the Vice-Chair or Chair position working directly with the Emergency Management Agency staff. 
Position Description: 
Citizen Corps Council Secretary
Reports To: 


Citizen Corps Chairperson





Citizen Corps Vice-Chair

Time Commitment:

Pre-Disaster – 2-3 hours per month





During Disaster – no direct responsibility

Responsibilities:

· Council members are expected to attend 75% of the regular meetings annually. Extenuating circumstances for absences will be considered by the Chair. 
· Keeps a record of attendees and all regular meeting notes.
· Prepares and distributes annual meeting schedule.
· Prepares and distributes meeting agenda prior to scheduled meeting.
· Provides for the distribution of meeting notes prior to the next meeting.
· Provides support for correspondence of the Council and performs other duties as necessary as instructed by the Chair.
· Serves a [number (numeric)] year term, [renewable or non-renewable] with approval of the Council and the [position with responsibility for the program].

Skills, Knowledge, Experience and Background suggested:

The Council shall be comprised of volunteer representatives of diverse segments which may include: 

· Management – especially of voluntary programs
· Word Processing
· Shorthand
· Communication (verbal and written)

Training Required:

· IS-700 – EMI Independent study course at a minimum – classroom setting preferred

· IS-100 – EMI Independent Study course at a minimum – classroom setting preferred 

· IS-22 - Are You Ready? An in-depth guide to citizen preparedness
· Principles of Emergency Management – IEMA classroom setting preferred

Advancement Potential:


This position has advancement potential to the Vice-Chair or Chairperson positions within the local Citizen Corps Council. 
Position Description: 
Citizen Corps Council Vice-Chair
Reports To: 


Citizen Corps Chairperson

Time Commitment:

Pre-Disaster – 3-4 hours per month





During Disaster – no direct responsibility

Responsibilities:

· Members of the Council shall be appointed by [chief elected official, chief, EMA coordinator or other responsible party for the jurisdiction].
· Council members are expected to attend 75% of the regular meetings annually. Extenuating circumstances for absences will be considered by the Chair. 
· Is appointed from the Council membership by the [position with responsibility for the program] with the concurrence of the Chair. 
· Presides at meetings of the Council in the absence of the Chair.
· Assists the Chair with projects, programs and goals as necessary and viable.
· Assumes the duties of the Chair should the Chair be unable to serve out the term.
· Serves a [number (numeric)] year term, [renewable or non-renewable] with approval of the Council and the [position with responsibility for the program].

Skills, Knowledge, Experience and Background suggested:

The Council shall be comprised of volunteer representatives of diverse segments which may include: 

· Management – especially of voluntary programs
· Business planning

· Finance or Grant Administration
· Communication (verbal and written)

Training Required:

· IS-700 – EMI Independent study course at a minimum – classroom setting preferred

· IS-100 – EMI Independent Study course at a minimum – classroom setting preferred 

· IS-22 - Are You Ready? An in-depth guide to citizen preparedness
· Principles of Emergency Management – IEMA classroom setting preferred
· IEMA Media Relations

Advancement Potential:


This position has advancement potential to work the Chairperson of the local Citizen Corps Council. 
Position Description: 
Citizen Corps Council Chairperson
Reports To: 


EMA Coordinator or Chief Elected Official
Time Commitment:

Pre-Disaster – 4-5 hours per month





During Disaster – no direct responsibility

Responsibilities:

· Members of the Council shall be appointed by [chief elected official, chief, EMA coordinator or other responsible party for the jurisdiction].
· Members shall serve a [renewable or non-renewable], [number of years (numeric)] year term.
· Council members are expected to attend 75% of the regular meetings annually. Extenuating circumstances for absences will be considered by the Chair. 

· Is appointed from the Council membership by the [position with responsibility for the program].

· The Chair will preside at meetings of the Council.

· The Chair will assign a Secretary to record meeting note.

· Promote a culture of cooperation and teamwork in preparedness. Provide vision, leadership and motivation.

· Acts as a spokesperson for the Council.

Skills, Knowledge, Experience and Background suggested:

The Council shall be comprised of volunteer representatives of diverse segments which may include: 

· Management – especially of voluntary programs
· Business planning

· Finance or Grant Administration
· Communication (verbal and written)

Training Required:

· IS-700 – EMI Independent study course at a minimum – classroom setting preferred

· IS-100 – EMI Independent Study course at a minimum – classroom setting preferred 

· IS-22 - Are You Ready? An in-depth guide to citizen preparedness

· Principles of Emergency Management – IEMA classroom setting preferred

· IEMA Media Relations
Advancement Potential:


This position has advancement potential to work with the State Citizen Corps Council or the Standards Sub-Committee of the ITTF Volunteer and Donations Committee. 
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