The Executive Board comprises the President, 1st Vice President/Programs, 2nd Vice President/Spiritual Life, Secretary, and Financial Secretary.  Ideally, these positions should be filled with women who are active duty military, or wives of active duty military.  However, selection criteria may differ according to the composition and needs of each local PWOC.  In any questionable situation, the local PWOC Chaplain Advisor should make the final decision.  

Secretary

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, pertinent statistical information, and a copy of The PWOC Heart and Hand-USA.
· 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

Responsibilities to PWOC-USA

Attends Fall Focus-USA and Traveling Training.

Responsibilities to the Region

· Attends Regional Fall Focus. 

· Provides the Regional Secretary with all requested documentation, changes of local PWOC board members or Chaplain Advisors, and local PWOC statistics in a timely manner.

Responsibilities to the local PWOC

Minutes:

· Takes and maintains minutes of all local PWOC board meetings.

· Types a draft copy of minutes for correction by President.

· Types and makes sufficient copies of final version of minutes for the Secretary’s, President’s, Chaplain Advisor’s, and board members’ files.

· Gives minutes out one week prior to local PWOC board meeting for review before the meeting.

· Presents minutes of previous meeting at the local PWOC board meeting.

Records:

· Maintains official records of the local PWOC.

· Completes and sends Quarterly Reports to the Regional Secretary or to the Regional Coordinator if there is no acting Secretary.  Quarters are designated as January-March; April-June; July-September; October-December.  Reports are due to the Regional Secretary by January 15, April 15, July 15, and October 15.

· May compile the annual local PWOC history for the period of 1 May through 30 April.

Miscellaneous:

· Handles correspondence as directed by the President.

· Notifies local PWOC board members of board meetings.

· May keep and publish a roster of participants, if not done by the Participation Chairperson.

· May prepare a newsletter and/or publicity materials, if not done by another Chairperson.

Qualifications  

Requirements for Executive Board officers may differ within each local PWOC.  These requirements should be established by the local PWOC long before the Leadership Selection Committee is formed.  In any case where any exception must be made, final authority for the decision rests with the local PWOC Chaplain Advisor.  Ideally, each candidate should have the following qualifications:

· Is a female active-duty service member, active-duty National Guard, or active-duty reservist; or the wife of an active-duty service member, active-duty National Guard, or active-duty reservist.

· Is an active participant in a military chapel.

· 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

· Has knowledge of the history of PWOC and has a personal history with PWOC.

· Possesses strong verbal and written communication skills.

Also, computer skills are very helpful.

