PWOC HEART AND HAND USA:  PRESIDENT



YOU ARE CALLED

Congratulations!  God our Father has asked you to lead the women of your local PWOC chapter.  He has called you as surely as He called Abraham or Moses.  You can rest assured that He will provide every step of the way!

May the favor of the Lord our God rest upon you.  And establish the work of your hands, yes, establish the work of your hands.

Psalm 91:17

As you begin your term as President, it is of utmost importance that you do not neglect your personal relationship with the Lord. It is so easy to get caught up in the “doing” of the ministry, but spending time in prayer and in personal Bible study is where you will find all the guidance and strength necessary for the year ahead.  It is also how God will reveal His vision, plan, and purposes for your time in leadership.
Define the Vision

God has called you to this position as President, and He has given you or will give you a vision for the ministry in PWOC.  The focus of vision comes from Him to you, the leader. The vision He gives you will become the focus of all you do in the year ahead. 

“Then the Lord answered me and said, “Record the vision and inscribe it on tablets that the one who reads it may run.  For the vision is yet for the appointed time; it hastens toward the goal, and it will not fail.  Though it tarries, wait for it; for it will certainly come, and it will not delay.”

Habakkuk 2:2-3

To determine what your vision is, ask yourself,  “What aspect(s) of the PWOC ministry are written deeply on my heart?  Then pray.  Ask God, “Is this the vision You are giving me? It will be vitally important that you clarify and then share this vision with the other women on the board, enabling them to join you in making the vision a reality.

So, what is a vision?

“A vision is a guiding light to live by, 365 days a year.  It is the reason you go to work and the reason your organization exists.  A real vision gets tucked away in the mind, not the drawer; it shapes every thought and decision.  At the same time, a vision is a spiritual statement of one’s relation to God and the rest of humanity.  It is this very quality that makes it so relevant to our day-to-day experience; a true vision is a blueprint for daily action.”

K. Blanchard, Vision Driven Leadership

Viktor Frankl, a concentration camp survivor, said in lectures he gave years after his release:  “There is only one reason why I am here today.  What kept me alive was you.  Others gave up hope.  I dreamed that some day I would be here telling you how I , Viktor Frankl, had survived Nazi concentration camps. I’ve never been here before, I’ve never seen any of you before, I’ve never given this speech before.  But in my dreams I have stood before you and said these words a thousand times.”  For yourself as an individual, and for your group, it is important to define your vision—how you see yourself functioning within the group and how you see your group functioning in the community.
John Maxwell, a noted expert on leadership, states that a vision is simply “a clear picture of what a leader sees his or her group being or doing.”

A vision’s accomplishment must be the result of many people bringing many resources to the job.  Once you have defined this ‘picture’ God has given you, then you must communicate it to your board and to the body of women in PWOC.  Continually pass on the vision to those who come around.  Know that dreams, if presented right, are contagious. As you prepare to share, keep in mind an important aspect: “Let them see your heart before they see your hope.  People don’t care how much you see until they see how much you care.”  (John Maxwell)

As you prepare to share, keep in mind an important aspect: “Let them see your heart before they see your hope.  People don’t care how much you see until they see how much you care.”  -- John Maxwell

God has selected you as His leader of this ministry.  As the leader, it is important that you go in prayer and seek God’s will for your local PWOC ministry for this time and place.  John Maxwell in his book, Developing the Leader Within You, shares a process for receiving a vision for you and those around you:

· Look within you: What do you feel?
What inner dream do you have that has lit a fire that cannot be extinguished?

· Look behind you: What have you learned?

· A vision needs support.  Draw from your experiences and realize that people need to believe in the leader before they believe in the vision.

· Look around you: What is happening to others?

· Be patient.  Share the vision when those around you are ready.  A good idea becomes great when the people are ready.

· Look ahead of you: What is the big picture?

· Why does the organization exist and what should it achieve?

· Look above you: What does God expect of you?

· God’s gift to you is your potential.  Your gift back to God is what you do with that potential.

· Maxwell’s definition of success ---

· Knowing God and his desires for me;  growing to my maximum potential, and sowing seeds that benefit others.

· Look beside you: What resources are available to you?

God is giving you a vision for the PWOC you are serving.  Clarify it.  Share it.  Bring others on board.  Allow the vision to make a difference in women’s lives and in the life of the chapel!
Set Your Focus

Your greatest asset as President does not necessarily come from your vast experience or your highly-honed administrative skills.  Your greatest asset is the love you have for the God you serve and how you then reflect this love upon the women you are serving.  Involve these women you love in the vision.  Explain to them how your vision connects to the four aims of PWOC --- leading, teaching, developing and involving.  Help them catch the dream!  Allow your board members to take the vision and make it their own through their individual job positions.  Plant, fertilize, grow, and harvest.  Watch the vision become a reality!

PWOC AIMS:

· To LEAD women to accept Jesus Christ as personal Savior and Lord  (through fellowship, Bible studies and general meetings, programs and special events).

· To TEACH women the history, beliefs, and programs of the church, all built on a solid foundation of worship and Bible study (through Bible studies, programs, seminars, praise and worship).

· To DEVELOP in women the skills of prayer, evangelism, stewardship, and social service, against a background of personal spiritual development (through board positions, devotion speakers, Bible study leaders).

· To INVOLVE women in the work of the Chapel, in keeping with their abilities and interests (through outreach activities, board positions).

Seek Guidance
It is important to seek the guidance of your Chaplain Advisor from the beginning of your term of office, and to maintain continued communication with him or her.  PWOC is an integral part of the ministry of the chapel; therefore, we must seek to enhance the programs of the chapel.  Schedule a meeting with your Chaplain Advisor at the onset of your term in office.  This can help you develop a relationship with him or her as well as determine, through the sharing of your vision, how PWOC can be a vital vessel to the ministry of the chapel.  Invite your advisor to attend board meetings and always provide him or her with the minutes from these meetings.  By developing this relationship with your Chaplain Advisor, he or she will know best how to advise you in any or all situations as they arise.

Learn the Process

Knowing and understanding your budget and the process your installation follows to spend that money is of utmost importance.

You will need to work closely with your Chaplain Advisor as well as the Financial Secretary in order to meet the regulations and guidelines of the funds office.  If there is a PWOC budget in place, familiarize yourself with it thoroughly.  If there is not one in place, work with your Chaplain Advisor and Financial Secretary to formulate a budget that will meet the projected needs of the PWOC ministry for the year.  Consider giving women the opportunity to share in the stewardship of the chapel by taking offerings at your PWOC meetings.

You can also get guidance from your advisor on the procedures for submitting purchase orders and contracts.  Each installation will handle this differently, but the commonality is that we are to be good stewards of the funds the chapel provides to PWOC.  We are also to maintain integrity and timeliness in all our administrative actions within the chapel, to include financial requests.  Although you may have a Financial Secretary to handle the fund requests in your PWOC, it is good for you as the President to be informed about the budget and all financial procedures so that you can fully support her.

Seek Support

Know that as President of your PWOC, you are not alone.  Your PWOC-USA national and regional leaders are available to support you.  There are also many resource materials on women’s ministry that are available through your Christian bookstores.  (Check the PWOC Website for resource suggestions at www.chapnet.army.mil/pwoc.
Others Are Called
God will call others to join you in service of the ministry of PWOC through either the Executive Board or committee chairs.

Executive Board

Executive Board positions are “selected” by the PWOC body.  Executive Board positions vary from installation to installation but usually include President, 1st Vice-President/Programs, 2nd Vice-President/ Spiritual Life, Secretary, and Financial Secretary.

Committee Chairs

Committee chairs may include: Historian, Hospitality, Librarian, Newcomer Visitation, Outreach, Participation, Praise and Worship, Prayer, Publicity, Retreats and Special Events, and Watchcare/Childcare. Because PWOCs come in all shapes and sizes, keep in mind that this may be a partial listing or that you may or may not have all of these committees, based on the needs of your PWOC.

The filling of Committee Chairs is ultimately the responsibility of the President.  However, it is advisable to seek the agreement of the other women who are serving in the executive (selected) positions.  Seek the Lord together in prayer, asking Him to guide you in filling the committee board positions.

Equipping and Encouraging Those Who Serve

As you ask women to serve, keep in mind their various giftings and provide them with a clear understanding of the position in which you are asking them to serve.  Share with them the job description from the PWOC Heart and Hand-USA as they prayerfully consider taking the position.  Let them know if there are any modifications based on your local PWOC constitution or Standard Operating Procedures.  Be willing to accept the answer “no,” trusting that God will provide for His PWOC ministry.

As women come forward to fill various positions, be willing to invest your time in them.  Encourage them in their personal relationship with the Lord.  Help them to see their value in the Body of Christ within PWOC.  Allow them to use and develop their unique gifts and to share as an integral part of the workings of the ministry of PWOC.  Train and equip them to work together as a board.  Be sure that each board member understands her own role and her area of responsibility as it fits into the overall ministry team.
Like Barnabas, you have an opportunity to encourage these others as they serve.
God will use you to give these women courage to be all that He has called them to be.  As Beth Moore says in To Live Is Christ, “We all need encouragement -- a courage transplant from another believer -- so that we can continue to pursue the abundant life of the Lord Jesus.”  Choose to be that encourager.

Some Ways to Encourage

· Remember to speak the five most encouraging words in an organization: “It will make a difference.”  (John Maxwell)

· Pray for them.  Pray for their personal spiritual growth, pray for their husbands and children, and pray for their service to PWOC.

· Send personal notes with encouraging messages.  Occasionally, small, inexpensive gifts may be appropriate.

· Spend time with them getting to know the ideas and plans God has given them for their particular job within PWOC.  Ask yourself, “How can I help them accomplish their goals?”

· Encourage them to get help whenever possible through committees.

· Love them the way Jesus does, “…always protecting, always trusting, always hoping, and always persevering.”  1 Corinthians 13:7

Board Planning Retreat

After most board positions are filled, a great way to begin the planning and encouragement process is to have a board retreat.  This can be accomplished in many ways.  You can go away for a weekend, spend the night at someone’s home, or you can simply get away for the day.  However you choose to do it, it can be a fun way to get to know one another, to assess the needs of your PWOC, and to make plans for the upcoming year. 
Most importantly, a board retreat will provide time for prayer -- time for approaching the Lord and seeking His guidance.  Do not underestimate the amount of time that this might take.  Allow enough time to accomplish that which you desire.  As a group, take this opportunity to get to know one another at this retreat.  Notice the sweet bonds of sisterhood that will begin to develop.  As President, it is up to you to set the tone for the year, according to the wisdom of 1 Peter 4:10-11.
Each one should use whatever gift he has received to serve others, faithfully administering God’s grace in its various forms.  If anyone speaks, he should do it as one speaking the very words of God.  If anyone serves, he should do it with the strength God provides, so that in all things God may be praised through Jesus Christ.  To him be the glory and the power for ever and ever.  Amen.

Possible items to address at the board retreat include:

· Express the need for open communication between all board members. Survey individual board members to decide the best method of communication to use (email, phone calls, written notes, etc.).  Keep the board informed on relevant matters.  This promotes a sense of unity and allows others to offer support when needed.

· Discuss childcare needs.  Young mothers are reluctant to attend PWOC unless there is some type of care for their children. Meeting this need could be one of the major challenges for your group.  Accept the challenge 
· Communicate the unique vision and role that the PWOC Aims are to play in the upcoming year.  Build the year on Bible studies, monthly programs and outreach. 

· Help each board member set personal goals and goals for the ministry.  

· Communicate the unique vision God has given you for the PWOC.  Proverbs 29:18 says, “for lack of vision the people will perish. “

· Communicate what you expect from them regarding board meeting reports, after-action reports, etc. 
· Assess the needs of your PWOC.  Ask, “What do we do well? On what do we need to improve? What are our goals for the next year?”  

· Consider asking a mature woman to join you as an advisor. (Titus II model)
· Develop your calendar for the year.  This must be done in conjunction with your chapel’s calendar but you can get started at the board retreat.  Things to take into consideration regarding the calendar are: How many times will we meet in the summer? When is kick-off (the beginning of the fall semester), do we plan on finishing fall studies before Christmas? When will special program/general meetings be held? When are our children off from school? What will we do if school is cancelled due to inclement weather? etc.

· Model for them commitment to the Lord and excellence.

Conflict and Forgiveness
As the year goes by, conflict is inevitable.  Basically, conflict is a clash between two wills and usually results from a difference of opinion or purpose.  The conflicts can be between board members or might involve members of the body.  In any case, conflicts will eventually be sensed by the body and affect the ministry.  The challenge is to effectively handle the conflict, looking at it as an opportunity for individual spiritual growth and not just as a major irritation.  The Bible provides a method for resolving conflict, and we as sisters in Christ must choose to care enough about each other and the ministry of Christ to come to resolution in the face of disagreements (See Matthew 5).

Conflicts should be resolved by those involved and should never be topics of gossip.  As President, you may need to mediate between the two with differing opinions, or you yourself might need to confront someone over an issue.  This is not easy to do but is sometimes necessary.  At times it might be necessary to seek the counsel of your Chaplain Advisor.  Don’t ignore the problem -- seek solutions.  As you speak to individuals regarding sensitive issues, may the time be bathed in prayer.  May your own heart have the attitude of personal repentance.  May your words be spoken in love.  Remember the words of the Apostle Paul to the Colossians:
Therefore, as God’s chosen people, holy and dearly loved, clothe yourselves with compassion, kindness, humility, gentleness, and patience.  Bear with each other and forgive whatever grievances you may have against one another.  Forgive as the Lord forgave you.  And over all these virtues put on love, which binds them all together in perfect unity.  Colossians 3:12-14

BOARD MEETINGS

Board meetings are usually held monthly at the convenience of its members.  The board meeting is held to conduct the business of the PWOC, to make important decisions, and to coordinate the various positions on the board.  In the very beginning, stress the importance of each woman attending all board meetings.  Ask the Secretary to call or send reminders to ensure attendance.  

As President, you will preside over the meeting.  Set a beginning and ending time so that meetings will not go on forever.  President-Attachment A of PWOC Heart and Hand USA (pp. 2.1.1-13 – 2.1.1-15) offers information on conducting board meetings.

To make these necessary planning sessions as effective and timely as possible:

· Spend time praying together.  Holding one another up in prayer strengthens the bond you have as a board.

· Ask board members to provide the secretary with a short written report of the past month’s activities as well as upcoming activities within that committee. 
· Provide each member with an agenda for the meeting (See President-Attachment A).

· Send minutes before the meeting so that members can read and look for items that require correction beforehand.

· Send a short note or e-mail to each board member highlighting the most important tasks facing the board this month so they will be prepared to discuss any applicable information.

· Stress that the meeting is not a planning time.  Plans should be done ahead of time in committee meetings.  Plans should be submitted to the board for approval and coordination purposes only.

· Provide time for the Advisor(s) to share.

· For larger boards, provide an opportunity for board members to get to know each other better.

Pointers for Conducting a Discussion

PWOC Board meeting business can be done in several different ways.  Here are two examples of methods of handling discussion.  For most PWOCs, the informal method of discussion is the better approach.

Formal method (follows Roberts Rules of Order)

· Only one question is considered at a time.

· No one speaks until recognized by the presiding officer.

· A motion is introduced by the words, “I move that . . .”

· No one speaks a second time until all who wish to speak have spoken.

· A speaker addresses her remarks only to the presiding officer.

· When a question is before the group, it must be voted on before another subject is introduced.

· After a motion is made, the mover, without the consent of the second, may withdraw the motion before the presiding officer presents the question for voting.

· After a vote is taken, the presiding officer announces the result and question (business) it leaves pending.

Informal method

· A consensus of opinion is sought.

· A question is raised and each person is given the opportunity to voice opinion.

· After discussion, the President asks for majority of opinion on the issue.

· Decisions are made always seeking consensus, rather than majority rules.

· Decisions are recorded by the Secretary for reference by the present and future boards.

WEEKLY PWOC MEETINGS

A good way to begin your weekly PWOC meeting is with a short opening session.  Typically, this is a time that is directed by the President (or 2nd Vice President/Spiritual Life).  Work with the women in charge of Spiritual Life, Praise and Worship (Music), and Prayer to make this a spiritually uplifting and meaningful time.  As the leader, consider the following:

· Have a written agenda to keep on track.  [See President-Attachment B of PWOC Heart and Hand USA (pp. 2.1.1-16 – 2.1.1-19).]  Provide copies to those who must speak to the group.

· Work with the Hospitality and Participation Chairman to create a welcoming atmosphere.  Remember -- you only have one opportunity to make a great first impression.

· Start on time and end on time so that you will not cut in on Bible study time.  (A good way to start is with a few “sing ‘em in” songs.)

· Always open and close the meeting in prayer.

· Limit announcements.

· Have a short devotion -- 3-7 minutes.  (This is great way of giving women the opportunity to “speak for the Lord” and to share with others the blessings of the Lord in their own lives.)

· Spend time in Praise and Worship and Prayer -- a special time of music and a time of corporate prayer that will prepare women’s hearts for their time of Bible study.

· Be creative.

· Pay special attention to the flow of the time and events.  The goal should be to provide a smooth transition from prayer to praise and worship, for example, so that interruptions are minimized and the quality of the time of worship is maximized. 

President-Attachment B offers information on conducting the weekly PWOC meeting.
ENCOURAGING GROWTH

“Where two or more are gathered in my name . . ..”

Remember, PWOCs come in all shapes and sizes, and there is not a set picture of what a PWOC must look like.  Our goal is to glorify the Lord and to join Him in the work of His kingdom.  However, there are some things you can do as a leader to help bring growth to your PWOC.

· Pray by yourself and with others that God would bring women to your PWOC -- women who are willing workers for Christ.

· Pray that God would bring women who need to know Christ as Savior and Lord.

· Be willing to do less: Sometimes it is not necessary to do quite so many activities.  Start with an emphasis on Bible study and prayer and build from there. Pray for guidance as you grow and continue to reevaluate the ministry.  God will direct.

· Hand out your monthly newsletter at chapel services and post it in the women’s restrooms at the chapel. Make announcements through your post/base newspaper (with Chaplain Advisor approval).  These are great ways to get publicity.

· Publicize around installation neighborhoods and through wives’ coffee groups or family support groups.

· Ask your Chaplain to allow the PWOC to lead the worship service on PWOC Sunday.

From John Maxwell’s Developing the Leader Within You:

Believe in them --- that will encourage risk.

Show them --- that will build respect.

Love them --- that will strengthen relationships.

Know them --- that will personalize development.

Teach them --- that will enhance growth.

Trust them --- that will develop loyalty.

Expand them --- that will provide challenges.

Lift them --- that will insure results.

Remember, working for Christ is a great privilege – and it can be fun!  Do all you do with an attitude of joy -- lifting up the name of Christ -- and He will draw women to Himself.

BEING CONNECTED

Be willing to be connected to your PWOC-USA regional and national leadership.  These leaders are an excellent source for information and assistance.  For example, Traveling Training, developed by the PWOC-USA National Board and sponsored by the regional boards, is an excellent opportunity to receive training regarding board positions and leadership skills.  Your Regional Coordinator is your first step in bringing Traveling Training to your local PWOC.  Contact her to inquire about and to schedule your chapter for training.

Make sure that your local PWOC Secretary submits quarterly reports in a timely manner to your Regional Secretary. These reports are of utmost importance in keeping the lines of communication open between the local PWOC and the region.  A sample Quarterly Report form is included as an attachment in the Secretary class.

Also, keep your group informed of what is happening within PWOC-USA.  Ensure that national and regional newsletters are available to your group.  Obtain information about yearly conferences (Fall Focus-USA is held on even years and regional Fall Focus conferences are held on odd years) and publicize this to your chapter.  These Fall (Focused Attention for Leaders and Laywomen) Focus Conferences train and equip women with a focus on ministry, life issues and spiritual growth.  They provide a unique opportunity to come together with PWOC women around your region and the USA to network and train together.

Your installation is part of a larger whole -- the Body of Christ within PWOC. You and your installation have much to offer and your national and regional boards desire to support and encourage you in any way they can.  Please share yourselves!  We, as PWOC, have a job to do -- to bring Christ to our world!

PASSING IT ON

As you lead PWOC, keep in mind that others coming after you may not know what you know.  It is vital that you keep detailed records concerning your board’s activities within PWOC and that you highly encourage other board members to do the same.  After-action reports are a good way to record details that may later be forgotten.  Do not make the next board reinvent the wheel!  Give them the blessing of this year’s written history.  An after-action report form is included in the Forms chapter of Section 2.5 Resources.  President-Attachment C of PWOC Heart and Hand USA (pg. 2.1.1-20) lists some of the information that should be passed on to incoming board members.  You might consider providing each board member with their own notebook for organizing this information.

DESIGNATED OFFERINGS

Once a year, chapel communities collect a designated offering to defray the expenses associated with PWOC-USA conferences.  Designated offerings also cover costs incurred by traveling teams who are sent out to local PWOCs each spring.  These funds are essential to off-set costs such as fees for conference speakers, travel expenses for national and regional board members, conference site deposits, and supplies such as printing and postage.

Note:  It is important to check with your Chaplain Advisor to determine when the request for designated offerings needs to be submitted at your chapel.
President-Attachment D PWOC Heart and Hand USA (pg. 2.1.1-21) provides the information you will need to request a designated offering.

PWOC SUNDAY

Traditionally, the week these offerings are collected is called “PWOC Sunday.”  This designation provides a wonderful opportunity to highlight a PWOC’s ministry within the chapel community.  On that Sunday, local PWOCs should support chapel services in whatever capacity the senior pastors of participating chapel congregation’s request.  Local PWOC support of PWOC Sunday may include:

· Distributing PWOC literature (i.e. publicity tri-folds that describe current Bible studies and upcoming programs or retreats) to all ladies in attendance,

· Providing greeters or ushers for the service (have these ladies dress in blue and wear their PWOC pins)

· An explanation of PWOC’s goals and aims, and performing the special music for the service (i.e. the PWOC theme song for the year)

· Preparing a full-fledged PWOC program

· Furnishing baked goods or other refreshments for a fellowship time after service.

Be creative!  One PWOC chapter challenged the PMOC (Protestant Men of the Chapel) to a basketball game.
(PWOC participants served as referees, of course!)

PWOC Sunday should be a “taste” of PWOC for non-participants in our chapel communities; as such it can be a great opportunity for outreach.  Insure that your goal is two-fold:
· To bring glory to the Lord

· To do what PWOC does best – provide sweet-spirited service to chaplains and chapels.

Be certain to coordinate all plans and details with the Chaplain Advisor and other chaplains involved in the PWOC Sunday services.  Also, follow-up with a thank you note to all services and senior pastors who participated.
WORKING TOGETHER FOR CHRIST

As we come together in love and unity, we can together be much more than we can be separately.  Our prayers span all time zones; we are literally all around the world being “Workers Together For Christ.”  And you, as President, hold a vital role as you lead your local chapter “working together for Christ” and leading women into a deeper relationship with Him.  May you receive His blessings in this challenging but rewarding position.







HH1-1
HH1-8

HH1-9

