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.  

1st Vice President/Programs

The 1st Vice President/Programs has three primary focuses:  1) to support the local PWOC President; 2) to fill the office of the President should that office become vacant; and 3) to serve as the Programs Chairperson.  As Programs Chairperson, she holds the key to attracting newcomers to PWOC meetings, thereby sustaining active participation in the local PWOC.

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, and cost of materials, 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

Responsibilities to PWOC-USA

Attends Fall Focus-USA and Traveling Training.

Responsibilities to the Region

Attends Regional Fall Focus.

Responsibilities to the local PWOC:

Local PWOC Board:

· Understands the responsibilities of the office of President and is prepared to assume that office, should it become vacant.  Works closely with the local Chaplain Advisor to appoint someone to fill her remaining term of office, should she become President.

· Remains in constant communication and works closely with the President to effectively assist her in coordinating the activities of the local PWOC and communicates those plans to other local PWOC board members.

· Presides at local PWOC board meetings when the President cannot attend, or at the President’s request.

· Works closely with the President to coordinate plans to accomplish local PWOC board goals.

Programs:

· Uses the PWOC-USA yearly theme as a basis for planning the year’s programs.

· Plans programs to reflect PWOC-USA Aims, as listed in Section 1.1 of The PWOC Heart and Hand-USA.

· Proposes the program plan for the year at the local PWOC board’s planning meeting.

· Utilizes talent and resources within the local PWOC, chapel, community, region, or PWOC-USA and varies method of program presentation by using formats such as forums, panel discussions, skits, book reviews, play, films, speakers, performing artists, etc. 

· Attends local PWOC board meetings and reports on her program plans and accomplishments.

· Provides the Publicity Chairperson with program information, according to predetermined timelines and guidelines.

· Ensures that all aspects of each program compliment the program theme by coordinating details with the local PWOC board members (i.e., with the President, concerning business and the meeting order; 2nd Vice President/Spiritual Life for devotion; committee chairpersons for Praise and Worship; Hospitality; Participation functions; etc.)  

· Publicizes the program topic and type of presentation at local PWOC meetings.

· Plans the Installation Service for incoming local PWOC board members.  May enlist the help of the 2nd Vice President/Spiritual Life, other local PWOC board members, chapel participants, and the Chaplain Advisor.  She may also involve the Regional Coordinator and/or PWOC-USA board members, if available and appropriate.

· Coordinates programs for chapel-wide participation when requested by the Chaplain Advisor, if at all possible. 
Retreats and Special Events:

May assist in planning retreats for spiritual enrichment and special programs such as World Day of Prayer and World Community Day.  

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.

