The Participation Chairperson is responsible for encouraging all Protestant women in the military chapels to actively participate in PWOC, using the term “participant,” not member.  All Protestant women in military chapel congregations are members of 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, 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 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

· Greets and welcomes participants and newcomers to all meetings.
· Introduces each newcomer to at least one active participant.
· Introduces and welcomes each newcomer to the group during the PWOC meeting or provides the information to the President if she does the welcomes.
· Encourages active participants to reach out to newcomers and prospective participants.
· Obtains names of prospective participants and invites them to meetings.
· Keeps up-to-date information on participants, including name, mailing address, phone number, e-mail address, expected moving date, and birthday.
· Compiles roster or provides Secretary with information for a roster.
· Ensures that participants give permission for their personal information to be included in the PWOC roster.
· Maintains attendance book by registering attendees at all meetings.
· Promotes good will with all active participants by e-mailing, phoning, and/or sending cards for birthdays, illness, congratulations, grief, or “missing you.”.  
· Provides nametags for participants, newcomers, and guests.  May work with 1st Vice President/Programs to coordinate nametags to theme of monthly program meetings.
· Provides President with attendance information for awarding PWOC pins.  Pins are normally provided either after a participant attends three meetings or completes her first Bible study.
· Keeps a supply of PWOC pins on hand and orders as needed.
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 good communication skills.

· Possesses a love for people and a desire to make others feel welcome.

