Coordinator (and Assistant Coordinator):

Leadership and Time Responsibilities

All Steering Team Members!

· Read the MOPS Handbook and Positional Handbook and understand the vision of MOPS and her relationship to the MOPS group.
· Attend MOPS meetings

· Be there at 9:00 a.m. for set-up and greeting

· Be excited about program and participate in activities!

· Encourage moms to use MOPPETS to keep meetings focused and stress-free for all moms, and be the example in trusting the nursery and MOPPETS with own kids.

· Help with clean-up after MOPS meetings

· Attend monthly Steering meeting- 

· 4th Thursday of each month from 11am-1pm.  Childcare provided.

· Contribute as a member of the team in decision-making and brainstorming.

· Summer Planning Retreat

· A few outside fun and planning times

Time: Approximately 10 hours per month

7 hours for 2 MOPS Meetings with set up and clean up

1 Steering Meeting 

1-2 hours reading handbook, praying, devotionals, etc…
Coordinator and Assistant Coordinator:

During Meeting:

· Set-up and clean-up help

· Connect with Moms

· Welcoming Moms, announcements, handle other organizational needs

· Introduce speakers, etc. 

· Be flexible—available for questions, random must-do’s, or fill-in’s

Outside of Meeting:

· Along with the team, plan the year’s topics, speakers, décor, etc. according to the MOPS Int’l theme.

· Plan the MOPS meetings.

· Prepare announcements, etc.

· Send thank you notes to speakers.

· Contribute an article to the monthly newsletter.

· Plan and lead the Steering meetings.

· Keep team motivated and on task- meeting the distinct needs of all mothers of preschoolers to the glory of Jesus Christ.

· Encourage your team in their walk with the Lord.

· Encourages other members of Steering in their responsibilities, delegating appropriately, and assisting as needed.

· Identifies training needs for Steering Team members and finds opportunities to meet these needs.

· Serves as the liaison between MOPS International, the Chartering Ministry, and the MOPS group.
Time: this position can have a co-coordinator or assistant.  7-10 hours for finding speakers and other programs participants, organizing and implementing training and team-strengthening information and exercises as well as other steering meeting information, guiding leadership, calls and e-mails, praying, etc…

Total Time:  Approximately 7-20 hours a month.

