The Retreats/Special Events chairperson is responsible for coordinating plans and activities related to one-day events and/or overnight or weekend retreats.

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 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

· Determines the who, what, when, where, why, and how of the retreat/special event:

· Works with the President, Financial Secretary, and either the 1st Vice President/Programs or 2nd Vice President/Spiritual Life (depending on to whom the local PWOC has given this responsibility) to determine a budget for the retreat or event, and other financial requirements. 

· Estimates how many women will be attending the retreat/special event.

· Determines the theme of the retreat/special event, the methods and means to develop the theme, including decorations, workshops, devotions, special music, and the format of the retreat or event. 

· Locates and secures a retreat center, hotel, bed and breakfast, or other facility that will accommodate the anticipated number of women and allow for the intended activities.  Works with the President, Financial Secretary, and/or 1st Vice President/Programs to arrange the contract and payment arrangements.  The Retreats/Special Events chairperson has no authorization to sign contracts.

· Locates and secures a guest speaker.  Communicates the theme and desired topics.  Works with the President, Financial Secretary, and/or 1st Vice President/Programs to arrange the contract and the method and means of payment.  The Retreats/Special Events chairperson has no authorization to sign contracts.

· Works with committee chairpersons such as Hospitality, Participation, and Praise and Worship to arrange for snacks, welcome table, music, special gifts and remembrances, etc.

· Works with 2nd Vice President/ Spiritual Life and/or the Prayer chairperson to cover prayer needs.

· Works with facility to determine necessary check-in and check-out procedures, as well as how many meals will be offered, and whether other necessities are offered by the facility or must be provided by the participants: i.e., towels, blankets, sheets, etc.

· Contacts and schedules women who will provide special music, devotions, or other special functions.
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.

· Has exceptional organization and planning skills.

· Possesses strong verbal and written communication skills.

