The Publicity Chairperson is responsible for “spreading the news” of what PWOC is doing in the community by publicizing PWOC in interesting and attractive ways.

General Duties

· Is familiar with the procedures and guidelines in The PWOC Heart and Hand-USA.

· Is familiar with the parliamentary procedure outlined in Robert’s Rules of Order.  Although it is not intended that every meeting be strictly conducted according to these rules, it is helpful to know them when needed.

· Is committed to PWOC and attends meetings and gatherings regularly.

· Attends local PWOC board meetings regularly and reports projected plans.

· Maintains a file for her office, including all pertinent correspondence, resources, cost of materials, decorations, etc., a description of each program, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· Forms a committee to help plan and carry out responsibilities of her office.

· Coordinates with the Financial Secretary concerning funding needs.

· Writes an after-action report before completing her term of office.  Includes names of committee members, brief description of each activity, leaders, dates, and degree of success.  Makes recommendations for additions and/or changes.  Keeps a copy for this office’s file and submits a copy to the Secretary for her files.

· Prays for her local PWOC board, local PWOC, chaplains, and community.
Specific Duties

· Works with other local PWOC board members to obtain information regarding their activities that need to be publicized.
· Publicizes all PWOC meetings and activities in all installation chapels.
· Works closely with the President and Chaplain Advisor on publicity releases.
· Maintains a file of publicity materials and resources.
· Seeks the most effective way of informing all women in the community of PWOC meetings and activities.
· Ensures that all publicity includes “Protestant Women of the Chapel” (spelled out), a brief, attractive message to catch people’s attention, and details of the event (who, what, when, where, why….).
· Distributes publicity by all available methods: posters, flyers, photos and computer graphics, chapel bulletins and announcements, community newsletters and bulletin boards, community newspapers, and radio/TV announcements.
· Obtains permission from appropriate sources to post publicity items in such places as stairwells, commissary and exchange, library, chapel foyer, dental clinic/dispensary, clubs, cafeteria/snack bars, community boards, laundromats, guest house and hotels, and on military community television stations and websites.
· May maintain a PWOC scrapbook and put out a local PWOC newsletter, if not done by another local PWOC board member.
Qualifications  

Although it is always desirable for a committee chairperson to attend a military chapel, it is not a mandatory criterion.  Otherwise, she should meet these qualifications:

· Is an active participant in her local PWOC, according to the definition of PWOC Membership outlined in The PWOC Heart and Hand-USA Operating Procedures and Guidelines:  

Those women who regularly attend PWOC meetings and gatherings (meaning that they are present at a majority of these meetings and gatherings) will be considered active participants. 

· Is known to be devoted to God and dependent upon Jesus Christ for guidance.

· Is known as one who possesses resourcefulness, sound judgment, humility, and respect for others.

· Is known as one who is able to make and carry out plans, and to persevere with her work.

· If married, is certain of her husband and family’s affirmation and support for her application.

· Has an understanding of and appreciation for the diversity of PWOC

· Possesses strong verbal and written communication skills.

