Responsibilities of Selected Board Officers 

President 

Models servant leadership; leads the board and the local PWOC body to seek and do the will of God, personally and corporately
  To the Local Chapel Communities 

1. Is the official point of contact and representative for PWOC among the Chapel communities 

2. Meets with each Chaplain who pastors a chapel community on the installation (as soon as possible after being affirmed by the local PWOC body) to discover how PWOC can help him/her minister to the women of that chapel community and to get a recommendation from the Chaplain of a woman who could serve on the PWOC Joint Board and the Parish Council as the chapel community’s Women’s Ministry Coordinator during the coming year 

3. Briefs Chaplains who are newly assigned to pastor a chapel community on the installation during her term of office regarding the PWOC/chapel relationship 

4. Works with Chaplain pastors to schedule and plan a PWOC Sunday program for each chapel community sometime during her term 

5. Officially represents PWOC at the chapel where she participates, and if possible, serves on the Parish Council as the Women’s Ministry Coordinator for her chapel community 

6. Ensures coordination of the chapel master calendar and facility use with the chapel staff of the chapel where PWOC meets 

To the local PWOC Chaplain 

1. Seeks the PWOC Chaplain’s vision for the ministry of PWOC and his/her wisdom and advice throughout her term 

2. Keeps the PWOC Chaplain informed 

3. Invites the PWOC Chaplain to all board meetings 

4. Works with the PWOC Chaplain and Financial Liaison to prepare and submit a yearly proposed budget for approval 

To the Local Board 

1. Prayerfully selects the appointed board members with consensus of the board and the guidance of the PWOC Chaplain (See ―Ministry Team Leader Appointments‖.) 

2. Leads the board to seek God's will and vision for the local PWOC 

3. Holds a planning meeting/board retreat early in her term, working with the Administrative Coordinator to complete the details 

4. Equips and encourages the board collectively 

5. Provides wisdom, guidance and encouragement to each board member on an informal basis 

6. Prays for each board member 

7. Prepares for and presides at all board meetings seeking to cultivate a loving, open and cooperative environment 

8. Communicates regularly with the PWOC Chaplain and all board members about upcoming activities 

9. Appoints women to lead special projects, as needed, such as Newsletter, Librarian or Volunteer Hour Coordinator 

10. Plans a joint board meeting with the incoming and outgoing boards at the end of her term, during which all AARs are submitted by the outgoing board 

11. Has the authority and responsibility to apply the principles in Matthew 18:15-17 to behavior inconsistent with Biblical principles within the board (See the ―Matthew 18 Model for Correction and Reconciliation‖ in the Local section Appendix.) 

To the Local PWOC Group 

1. Presides at local PWOC meetings 

2. Prays for the local body of PWOC 

3. Communicates vision and leads the participants toward God’s plans and purposes 

4. Ensures effective communication to all participants in a timely manner including information from all levels of PWOC––local, regional and international 

5. To the Regional Board and, if in OCONUS Region to Area Council, if Applicable 

6. Attends regional (and Area) conference and meetings, if personal responsibilities allow – when she cannot attend, appoints another board member to attend on her behalf 

7. Assures that information requested by the regional board (or Area Council) is quickly provided, to include any changes of officers or the local PWOC Chaplain 

8. Coordinates with regional board to plan leadership training seminar dates for the local PWOC 

To PWOC International 

1. Attends the PWOC International Conference and local leadership training seminar, if personal responsibilities allow – when she cannot attend, appoints another board member to attend on her behalf 

2. Actively promotes the PWOC International yearly theme 

3. Actively promotes the PWOC International Board's vision for PWOC 
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1st Vice President-Spiritual Life 

Prayerfully selects Bible studies and Bible study leaders; trains, equips and encourages the Bible study leaders 
1. Assumes the office of the president, if it becomes vacant before the end of the term 

2. Researches and selects Bible studies using the PWOCI yearly theme and four Aims according to the needs of the women 

3. Prayerfully selects leaders for Bible studies 

4. Proposes selected Bible studies and leaders to the board for approval 

5. Estimates quantity of materials and submits orders, working within budget constraints and chapel guidelines 

6. Coordinates with the President to schedule meeting times and facilities for Bible studies 

7. Plans training opportunities for Bible study leaders as needed 

8. Meets with Bible study leaders one-on-one and in meetings for feedback, encouragement and support 

9. Provides or arranges for devotions at regular meetings and, as requested, at board meetings and program meetings 

10. Assumes the duties of the Prayer position, if the position is vacant 

11. Seeks wisdom and guidance of the President and keeps her informed 

2nd Vice President-Programs 

Plans and executes programs in line with the PWOCI yearly theme for the spiritual growth and enrichment of local PWOC participants and their guests. 
1. Plans the year's programs taking into account the PWOCI yearly theme, the four aims of PWOCI, the needs of the women of the local PWOC and budget constraints 

2. Submits program plans to the board 

3. Utilizes local talent and other resources in varied program formats 

4. Coordinates all aspects of each program with the appropriate board members (President, Spiritual Life, Hospitality, Praise and Worship, Participation, etc.) 

5. Works closely with the Women’s Ministry Coordinators to insure that women of all installation chapel communities are invited and welcomed to Programs 

6. Plans the installation ceremony for incoming board members 

Administrative Coordinator (formerly Secretary) 

Coordinates communication within and for the Local PWOC community; coordinates all arrangements for board meetings and other board events (such as the board retreat) under the guidance and direction of the president. 
To the Local Board 

1. Takes and maintains detailed notes of all board meetings 

2. Provides detailed notes to board members one week prior to board meeting for review 

3. Notifies all local board members of upcoming board meetings 

4. Handles correspondence as directed by the president 

5. Assists President with administrative details of carrying out meetings and events for which the President is responsible 

To the Regional Board   

1. Completes quarterly reports, submits them to the president for review and approval, then sends them to the regional (area) administrative coordinator 

2. Provides the regional (and area) administrative coordinator with all requested information in a timely manner 

Financial Liaison 

Coordinates financial transactions for the local PWOC in accordance with local regulations under the guidance of the person who manages the Chapel Fund 
1. Works with the president and the PWOC Chaplain to understand the installation's funding policies and to learn the local PWOC fund request procedures 

2. Informs the local board members of the procedures they should follow for submitting fund requests 

3. Manages fund requests and purchase orders 

4. Keeps the board informed of PWOC’s financial standing 

5. Works with the president to compile a local PWOC budget for the year and submits the budget to the PWOC Chaplain 

6. Serves as point of contact for conference registration 

GENERAL RESPONSIBILITIES FOR ALL BOARD MEMBERS

1. Seeks prayer support regarding her position 

2. Seeks God's guidance for fulfilling her duties 

3. Reads through the After Action Report (AAR) and the notebook of her predecessor 

4. Attends board meetings regularly 

5. Maintains a record of ongoing activities in a paper or digital notebook 

6. Attends all PWOC trainings and conferences, if personal responsibilities allow 

7. Becomes familiar with the The Women’s Ministry Manual – Official Leaders' Policy and Guidelines of PWOC, local information pertaining to her position and the resources online at PWOConline.org 

8. Invites and leads a small group of women to accomplish her position responsibilities, as needed, encouraging them to prepare for future leadership 

9. Prepares board reports for all meetings 

10. Prepares an Activity After Action Report for each major activity she leads 

a. (See a sample ―Activity After Action Report‖ form in the Local section Appendix.) 

11. Gets consensus of the board regarding major decisions, seeking guidance from the president in deciding the difference between major and minor decisions 

12. Prepares and submits an AAR upon leaving office 

13. Passes on the notebook for her position to her successor 

14. Is available to support and assist other board members 

15. Works under the oversight of the local PWOC president 

Responsibilities of Appointed Ministry Team Leaders   (in alphabetical order) 
Historian 

Provides an historical record of the local PWOC 
1. Takes photos at PWOC activities 

2. Creates photo album, scrapbook or digital archive of photos 

3. Maintains historical records and displays them as appropriate 

Hospitality 

Provides for the fellowship needs of the local PWOC 
1. Ensures set-up and clean-up of meeting room, refreshments, etc. 

2. Schedules refreshments for each regular meeting, as needed 

3. Coordinates with the 2nd Vice President-Programs to plan for refreshments and decorations for programs 

4. Arranges for necessary supplies 

Leadership Selection 

Seeks qualified candidates for the selected board positions in accordance with the “Leadership Selection Policy and Process”. 
1. Prays often and regularly regarding future leaders for the Local PWOC 

2. Is constantly looking for leadership qualities in the women who participate 

3. Oversees the leadership selection process for selected board officers, following the ―Leadership Selection Process‖ guidelines beginning on page L-16 of The Women’s Ministry Manual 

4. Is familiar with the ―General Qualifications For All Board Members‖ on page L-6, the ―Qualification Specific to Selected Board Members‖ on page L-7, the ―General Responsibilities of All Board Members‖ on page L-6 and the responsibilities specific to the selected board positions listed on pages L-7 through L-11. 

5. Forms a team of three to five women (including self) with the approval of the President 

6. Invites the local PWOC Chaplain to serve on the team 

Outreach/Inreach 

Coordinates ministry projects to meet needs within the community (Outreach) and the local PWOC (Inreach) 
1. Prays over, plans, coordinates and evaluates outreach and inreach projects 

2. Works closely with the Women’s Ministry Coordinators to determine how PWOC might be able to serve the various chapel communities 

3. Presents projects to the board for consensus 

4. Oversees the projects 

Participation 

Welcomes participants and newcomers to PWOC meetings and fosters a sense of belonging 
1. Keeps up-to-date information on participants, maintains and distributes the roster according to local guidelines and confidentiality requirements (See the ―Privacy Act Statement‖ in the Local section Appendix.) 

2. Maintains attendance records 

3. Introduces newcomers to the local PWOC 

4. Provides name tags for participants, newcomers and guests 

5. Keeps supply of PWOC pins and provides President with information for awarding pins, if the group presents pins 

6. Keeps participants connected by acknowledging important events/dates such as birthdays, anniversaries, etc. 

Praise and Worship 

Leads women in seeking God and exalting His name in times of corporate worship 
1. Prayerfully selects music and scripture for weekly meetings and monthly programs as needed, keeping in mind the various worship styles and denominational backgrounds of the women in attendance (contemporary, gospel, liturgical, etc.) 

2. Checks to be sure the chapel has a CCLI license and creates slides or copies of song lyrics in compliance with CCLI license regulations 

3. Uses a variety of ways to lead the women in worship (i.e. drama, dance, etc.) 

4. Coordinates with chapel staff for using AV equipment 

Prayer 

Prays and teaches the women to pray 
1. Prays for the local PWOC, the PWOC Chaplain and the board 

2. Contacts the Women’s Ministry Coordinator of each chapel community regularly, asking them if there are any prayer requests for the chapel community and then prays accordingly 

3. Leads corporate prayer at PWOC meetings, modeling various methods of prayer 

4. Plans and oversees prayer vines, prayer partners, prayer groups and prayer events, as needed 

5. Keeps prayer requests confidential when individual women request prayer 

6. Communicates with the Regional Prayer Coordinator 

7. 1st Vice President-Spiritual Life assumes these responsibilities when this position is not filled. 

Publicity 

Publicizes PWOC events in the chapel and community 
1. Coordinates with other board members to publicize PWOC activities 

2. Works closely with the Women’s Ministry Coordinators to insure that every chapel community is receiving relevant information about local PWOC activities 

3. Follows installation and chapel guidelines in creating and distributing publicity releases 

4. For clarity, spells out "Protestant Women of the Chapel" on all publicity releases 

Retreats/Special Events 

Coordinates activities for one day events as well as overnight and weekend retreats/conferences 
1. Plans all details of the retreats and events (such as speaker, location, schedule, supplies etc.) within budget guidelines 

2. Works closely with the Women’s Ministry Coordinators to insure that the women from all chapel communities are invited to attend all retreats and special events 

3. Works within local guidelines to submit contracts 

Note: The Retreats/Special Events Coordinator has NO authorization to sign any contract. 

Titus II Advisor 

[This position title is taken from Titus 2:3-5.] Serves as an advisor to the PWOC local board bringing spiritual insight and maturity, strength of character, sound judgment, wisdom and a heart for the ministry of PWOCI [The president may appoint up to three Titus II Advisors, as needed.] 
1. Prays for the board and local body of PWOC 

2. Reminds those she advises that their priorities to God and their families take precedence over PWOC responsibilities 

3. Advises the local PWOC President and board 

4. Leads and teaches the women of the local PWOC as requested by the president 

5. Prayerfully intervenes in sensitive situations, conflict resolution and behavior inconsistent with Biblical standards 

Note: Titus II Advisor is a true advisory position, not simply an honorary position given based on military rank or position

Watchcare/Nursery Liaison 

Ensures that the needs of the children of local PWOC participants are met during PWOC activities and/or maintains the relationship between the local PWOC and Watchcare/Nursery or ministry providers 
1. Works within the local installation and chapel guidelines to provide care for the children 

2. Keeps local PWOC informed about Watchcare/Nursery regulations, requirements and needs 

3. Coordinates expressions of appreciation to Watchcare/Nursery providers 

Note: This person may also be a children’s ministry coordinator, depending upon the PWOC Chaplain and/or the military branch of the local PWOC. 

Women’s Ministry Coordinator(s) 
Is the liaison between PWOC and her chapel community, working under the oversight closely with other members of the PWOC board to insure a free flow of information between the two 
1. Serves on the Parish Council of her chapel community if the Chaplain pastor agrees 

2. Talks often with her Chaplain pastor, seeking to discover how the local PWOC can help him/her minister to women and communicates that information to appropriate PWOC board members, helping facilitate actions in response when appropriate 

3. Keeps informed of other chapel activities that her chapel community sponsors and informs the PWOC body of ways they can help with those programs (for example: youth ministry, VBS, Awana, etc.) 

4. Communicates the Vision and activities of the local PWOC to her Parish Council and chapel community at large, welcoming and encouraging the women to participate 

5. Works closely with appropriate PWOC board members to insure free flow of information between her chapel community and the local PWOC 

Note: A Women’s Ministry Coordinator may also serve in any selected position or other appointed position.

GENERAL RESPONSIBILITIES FOR ALL BOARD MEMBERS

1. Seeks prayer support regarding her position 

2. Seeks God's guidance for fulfilling her duties 

3. Reads through the After Action Report (AAR) and the notebook of her predecessor 

4. Attends board meetings regularly 

5. Maintains a record of ongoing activities in a paper or digital notebook 

6. Attends all PWOC trainings and conferences, if personal responsibilities allow 

7. Becomes familiar with the The Women’s Ministry Manual – Official Leaders' Policy and Guidelines of PWOC, local information pertaining to her position and the resources online at PWOConline.org 

8. Invites and leads a small group of women to accomplish her position responsibilities, as needed, encouraging them to prepare for future leadership 

9. Prepares board reports for all meetings 

10. Prepares an Activity After Action Report for each major activity she leads 

a. (See a sample ―Activity After Action Report‖ form in the Local section Appendix.) 

11. Gets consensus of the board regarding major decisions, seeking guidance from the president in deciding the difference between major and minor decisions 

12. Prepares and submits an AAR upon leaving office 

13. Passes on the notebook for her position to her successor 

14. Is available to support and assist other board members 

15. Works under the oversight of the local PWOC president 

