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[bookmark: _Toc531291215][bookmark: _GoBack]MDC Process Tracker
Developing the process by which you approach each MDC Council is an important step toward having a standard of excellent each council. Use this proposal to track your process and progress towards excellence.
[bookmark: _Toc531291216]Overview
This process invites and encourages volunteers to perform their duties as unto the Lord in a spirit of excellence. Our goal is to elect and appoint volunteers that will help the MDC reach a Council Score of 95% to 100% as shown below. This person must have the skills to manage, direct, coach and assist MDC Staff who are responsible for completing their assigned tasks.

[bookmark: _Toc531291217]MDC Job Descriptions
[bookmark: _Toc531206369][bookmark: _Toc531291218]1- Chairman 
[bookmark: _Toc531206370][bookmark: _Toc531291219]District Elder Oscar Houston
The Chairman shall be empowered to appoint limited to Chaplains(s), Parliamentarian(s), Sergeant(s)-at-arm s, Monitor(s), and Teller(s) for the balloting committee for functions needed to operate Council sessions as well as to appoint necessary appointees to fulfill Chairman responsibilities. All appointees of the Chairman are subject to the approval of the Diocesan. 

The Chairman shall serve as Chief Operating Officer of the Council and shall be authorized to implement all programs and actions pertaining to the operations of the Council as legislated by the Council; directed by the Board of Directors or Executive Committee: or directed by the Diocesan. The Chairman, along with the Diocesan, shall plan the activities of the general Council sessions and shall chair all meetings of the Council sessions. The signature of the Chairman shall be affixed to all business of the Council; however, all financial matters and legal matters of the Council must be with the approval of the Diocesan. Such business shall include, but shall not be limited to all legal and financial business of the Council. The Chairman shall act as designee on behalf of the Diocesan when required. The Chairman’s authority shall be derived from the Bishop of the Council and the Constitution. The Chairman shall be an active pastor of the Council. (MDC Constitution and By-Laws, page 8)

[bookmark: _Hlk530607401]


	Chairman’s Performance Review
	Responsibility/
Action Area
	Points for
completion

	Program

	1. [bookmark: _Hlk530607656]Reviews and approves minutes for General Business Meeting (Friday) – April 
1. Reviews and approves minutes for General Business Meeting (Wed. and Friday) – July & November  
	Prepare minutes to distribute in registration bags.
	25 points

	1. Reviews and approves Morning Manna (Speakers)
1. Reviews and approves Missionary and Christian Women’s Program
1. Reviews and approves Men’s Ministry Program
1. Reviews and approves Singles Ministry program
1. Reviews and approves Christian Education Program
1. Reviews and approves Ministerial Alliance Program
1. Reviews and approves Usher’s Alliance Program
1. Reviews and approves Health Professional Program
1. Reviews and approves Minister’s Wives and Widows Program
1. Reviews and approves International Missions Program
1. Reviews and approves Fine Arts Program
1. Reviews and approves Young People’s Union
	Approve speakers and auxiliary program for the Director of Programming to send to the Program/Graphic Designer
	25 points

	Master of Ceremony

	1. Serves as the Master of Ceremony (MDC) Program on Friday, 3rd night of the council
	Introduce speaker and engage the audience to keep the program flowing as smoothly as possible.
	25 points

	Pastor’s Christmas Party

	1. Schedules and organizes Pastor’s Christmas Party (90 days before December)
	Prepare for Pastor’s Fellowship.
	25 points

	General Business Meeting

	1. Send agenda to the General Secretary for printing and distribution 30 days prior to the council.
	Prepare agenda to distribute in registration bags.
	25 points







[bookmark: _Toc531206371][bookmark: _Toc531291220]2- 1st Vice Chairman
[bookmark: _Toc531206372][bookmark: _Toc531291221]District Elder Ronald E. Stephens
The Vice Chairman shall assist the Chairman as shall be requested from time to time.  In the absence of the Chairman, the Vice-Chairman shall chair the general Council sessions.  In the event of a long-term illness or death of the Chairman, the Vice Chairman, shall act as chairman until the next regularly scheduled general election. The Vice-Chairman shall be an active pastor of the Council. (MDC Constitution and By-Laws, page 8)

Section 1. The Pastors of the M.D.C. openly go on record as requesting that the Diocesan will teach the Pastors the Word of God and other pertinent information that might be helpful to the Pastors at his own discretion during the Pastor’s breakfast. These breakfasts are held on the third Saturday of each month when feasible and are planned and organized under the direction of the Diocesan, by the General Secretary of the M.D.C. (Nov. 1994) (MDC Constitution and By-Laws, page 18)

	1st Vice Chairman’s Performance Review
	Responsibility/
Action Area
	Points for
completion

	Program

	1. Selects speakers and activities for MDC Council Program (Spring, Summer and Fall)
2. Selects speakers for Morning Manna (Wed. Thurs. Friday)
3. Selects volunteers to oversee Morning Manna service (start meeting, collect offering etc.)
	Approve speakers and auxiliary program for the Director of Programming to send to the Program/Graphic Designer
	20 points

	4. Prepares and Submit Program Budget to Treasurer
5. Collaborates with General Secretary and Assistant Secretary on Registration Assignments and Duties
6. [bookmark: _Hlk530781759]Selects Volunteers and Reviews Counting ministry (Wed. Thurs. Friday)
7. Collaborates with MDC Director of Programming h2 weeks before the council to ensure that we are prepared for the council.
	Collaborate, prepare and submit program documents to requested departments.
	20 points

	Master of Ceremony

	8. Serves as the Master of Ceremony (MDC) Program on Thursday 2nd night of the council
	Introduce speaker and engage the audience to keep the program flowing as smoothly as possible.
	20 points

	Pastor’s Breakfast

	9. Schedules and organizes Pastor’s Breakfast (60 days before the Council)
10. Prepare “At-A-Glance” (30 days before Council)
11. Plans Pastor’s breakfast (30 days before Council)
	Prepare for Pastor’s Fellowship.
	20 points

	Ordination

	12. Collaborate with Suffragan Bishop Gregory Wells, Sr. and create a checklist for Ordination in July.
	Prepare for Ordination Service to ensure that the program is flowing as smoothly as possible.
	20 points


[bookmark: _Toc531206373][bookmark: _Toc531291222]3- 2nd Vice Chairman
[bookmark: _Toc531206374][bookmark: _Toc531291223]Suffragan Bishop Elliot B. Coleman

	2nd Vice Chairman’s Performance Review
	Responsibility/
Action Area
	Points for
completion

	Program

	1. Selects Fire Starter Prayer for each night. Fire Starter volunteers are pastors who lead the congregation in prayer.
2. Selects speakers for ushering in His presence.
3. Provide the Benediction on 2nd night of the council.
4. Communicates with Pastors about the proper attire each night of the council.
	Approve speakers and auxiliary program for the Director of Programming to send to the Program/Graphic Designer
	25 points

	Master of Ceremony

	5. Serves as the Master of Ceremony (MDC) Program on 1st night of the council.
	Introduce speaker and engage the audience to keep the program flowing as smoothly as possible.
	25 points

	Offering

	6. Distributes offertory envelopes to pastors.
7. Collects offering each night except Wednesday (Unity Night) Bishop Jones wants to raise that offering.
	Collect offerings from MDC Auxiliary Pastor’s to ensure that they are financially supporting the council.
	25 points

	Reports

	8. Collects Jurisdictional Reports from Suffragan Bishops
9. Contact Pastor’s about Missing Church reports (Wed. Thurs. Friday)
10. Collect Auxiliary Reports from Auxiliary Directors in July (Director of Men’s Ministry, Director of Single’s Ministry, etc.)
	Collects reports to submit to the General Secretary to file.
	25 points



[bookmark: _Toc531206375]

[bookmark: _Toc531291224]4-Secretary
[bookmark: _Toc531206376][bookmark: _Toc531291225]Dr. Niares A. Hunn
The General Secretary shall maintain all records and papers pertaining to the Council sessions including the archiving of all records at the District office as determined by the Diocesan. Such records shall become the property of the Council, and shall be maintained at a location and in a manner as shall be determined by the Council. The General Secretary shall record minutes of all official proceedings of the general Council sessions; and shall furnish typed copies of such minutes as shall be needed from time to time. Such minutes shall be read at the next meeting; and shall be corrected and maintained as adopted. 

The General Secretary shall maintain all legislation passed by the Council, and shall ensure compliance with such legislation. Copies of such legislation shall be available during business sessions. 

Section 1. The General Secretary shall attend all business sessions and all official business meetings of the Council and shall record minutes of such meetings. 

Section 2. The General Secretary shall send copies of all minutes to all M.D.C. Pastors after each special called meeting and each general business session via U.S. mail.  

Section 3. The General Secretary shall provide All-Auxiliary badges to the members that shall include an amount that registers the recipients of the badge with every Auxiliary of the Council. The badge shall have prorated into its cost the cost of general Council registration. 

Section 4.  The General Secretary shall provide free registration to various members of the Council as directed by the Board of Directors. Lifetime memberships will be granted to various members of the Council based on longevity and services as deemed necessary by the Diocesan, Board of Directors, or Executive Committee, with the approval of the Diocesan. 

Section 5. The General Secretary shall provide the Chairman, Vice Chairman, General Secretary, Assistant General Secretary, General Treasurer, and Assistant General Treasurer of the Council free All-Auxiliary registration with all rights and privileges therein. The spouse of the Chairman shall receive the same. 

Section 6. The General Secretary shall provide the Bishop of the Diocese free All-Auxiliary registration with all of the rights and privileges therein. The spouse of the Diocesan shall receive the same. 

Section 7.  The name of the Diocesan and the Chairman of the Council shall appear on all letterhead and other printed documents of the M.D.C. 

Section 8. The General Secretary shall summarize, prepare and disseminate all pertinent information to all of the appropriate persons in writing as he/she is furnished with the information concerning any Council business sessions. 

Section 9. The General Secretary shall provide typed copies of the minutes of the Council to the members as they register for the general Council session.  (As a matter of convenience the minutes shall be provided in the registration packets.)

Section 10. In the case of sickness or death or like distresses which may occur in the lives of our members, members of the Council shall inform the General Secretary of such occurrences, who will inform the Suffragan Bishops and District Elders, who will then inform the Pastors of the Churches in their Districts and the Pastors are to inform their members. 

Section 11. The General Secretary shall inform the Diocesan, Chairman, and Suffragan Bishops of Member Churches that are not filing their Church Reports. The Suffragan Bishops shall inform the District Elders who will then inform the Member Church.

Section 12. The General Secretary shall be responsible for the District calendar with information provided to him/her by the Diocesan, Chairman, and Auxiliary Presidents. The deadline for submitting such information is October 1 of each year. 

Section 13. The registration fee for general Council registration is $7.00 and the total fee for All-Auxiliary registration is $60.00. (See SCHEDULE OF COUNCIL REG ISTRATION FEES) (MDC Constitution and By-Laws, page 10)

[bookmark: _Hlk530608666]
	General Secretary Performance Review
	Responsibility/
Action Area
	Points for
completion

	Registration

	1. Coordinates MDC Ambassadors
1. Reports Pre-registration (online)
1. Sets up Registration table, equipment, packages, badges etc. (day before council)
1. Assigns team members at Registration Table for day, evening after service 
	Coordinates pre-registration and registration for the MDC Council to ensure that registration flows as smoothly as possible.
	20 points

	Programs and Badges

	1. Prints and purchases MDC programs from publishers 14 days before council.
1. Purchases MDC Program badges 60 days before council.
1. Inputs data from MDC council surveys into computer.
	Purchases items to distribute to MDC Registration bags.
	20 points

	Offering

	1. [bookmark: _Hlk530776088]Prepares and Submit Registration Budget to MDC General Treasurer

	Prepares and submits budgets to requested departments for MDC Council programming.
	20 points

	General Business Meeting

	1. Prepares agenda and minutes for General Business Session (Wed.)
1. Prepares agenda and minutes for General Business Session (Friday)
1. Prepares sign in sheets for business meeting and pastors advisory board, auxiliary attendance sheets.
	Prepares documents for distribution to the MDC Registration bags and for MDC General Council.
	20 points

	Marketing and Advertising

	1. Assists Marketing Director in publication of messages (robot calls, MDC App, social media)
	Collaborates with other departments to ensure that council information is communicated to the MDC General Council body.
	20 points


[bookmark: _Toc531206377][bookmark: _Toc531291226]5-Assistant Secretary
[bookmark: _Toc531206378][bookmark: _Toc531291227]Elder Caleb T. Kirksey
The Assistant General Secretary shall exercise those functions and duties delegated to him/her by the General Secretary. The Assistant General Secretary shall assist the General Secretary as shall be required during such absence. The Assistant General Secretary shall operate and staff the registration office during general Council sessions. In the event of a long-term illness or death of the General Secretary, the Assistant General Secretary shall act as General Secretary until the next regularly scheduled general election. (MDC Constitution and By-Laws, page 10)

	Assistant Secretary Performance Review
	Responsibility/
Action Area
	Points for
completion

	Registration

	1. Manages MDC Registration funds onsite at the council.
1. Deposits funds with MDC General Treasurer.
1. Completes and Manages MDC Registration and Participation Scoreboard (completed by Friday 7:00 p.m.) 
1. Assists with onsite Registration.
	Coordinates registration for the MDC Council to ensure that registration flows as smoothly as possible and that data is documented.
	20 points

	Programs and Badges

	1. Design Cover for MDC program (90 days before Council)
1. Design badge for MDC program (90 days before Council)
1. Finalizes and send MDC programs to publishers 30 days before council.
1. Design Program “At-A -Glance” at Pastors Breakfast (30 days before the breakfast)
	Design items for distribution for the MDC Registration bags.
	20 points

	Church Reports

	1. Submit documents to General Secretary about missing Pastor’s Church reports (Wed. Thurs. Friday)
	Collects documents to file with the General Secretary.
	20 points

	General Business Meeting

	1. Collects Resolution Report a day before business session.
1. Collects Altar and Evangelism Report a day before business session.
1. Collects License and Credential Reports a day before business session.
1. Collects ordination report (July)
	Prepares documents for distribution to the MDC Registration bags and for MDC General Council.
	20 points

	Marketing and Advertising

	1. Send all Graphics to Director of Marketing.
1. Send all Graphics to Director of Social Media.
	Collaborates with other departments for distribution.
	20 points



[bookmark: _Toc531206379][bookmark: _Toc531291228]6-Treasurer
[bookmark: _Toc531206380][bookmark: _Toc531291229]Pastor Julian R. Johnson
The General Treasurer shall receive, account, receipt, deposit, and maintain all Council funds as shall be directed by the Board of Directors or Diocesan. The General Treasurer shall process all disbursements submitted through the Budget/Finance Committee upon the signed request of the Diocesan or Chairman (April 2016). A record of all monetary transactions shall be reported each session. Such report shall be made during each annual Council session; and shall include an accounting of all funds on hand.

The General Treasurer or Assistant General Treasurer shall sign along with the Chairman who has consent of the Diocesan all blank drafts, notes, checks, or other instruments of withdrawal issued on behalf of the Council (April 2016). The General Treasurer shall prepare and present an annual budget report to the Chairman and Diocesan, for approved by the Diocesan, prior to the new fiscal year. The General Treasurer along with the Assistant General Treasurer shall prepare and present to the Chairman and the Diocesan a complete cash management report on all cash receipts and expenditures regarding council activities not more than fourteen (14) days after each General Council session (April 2016).  (MDC Constitution and By-Laws, pages 10-11)

	General Treasurer Performance Review
	Responsibility/
Action Area
	Points for
completion

	Offering

	1. Responsible for distributing, collecting and tracking Pastor’s offering each night.
	Reports MDC Pastor’s Participation and financial support of the council.
	20 points

	Volunteer Checks and Disbursements

	2. Prepares volunteer checks for distribution for each auxiliary and/or department head.
	Prepares stipend for volunteers.
	20 points

	Church Reports

	3. [bookmark: _Hlk530776251]Collect and reads Church Report at Business Sessions (Wed.)
4. Collect and reads Church Report at Business Sessions (Fri.)
5. [bookmark: _Hlk530776342]Prepares and distributes 45+ assessment to MDC Pastors
6. Prepares Church Reports with summary of pastors reporting to the General Secretary 14 days before the council to place in the Registration Bags. 
	Collects documents to file with the General Secretary.
	20 points

	Jurisdictional and Auxiliary Reports

	7. Prepares Auxiliary Financial Reports and balances to the General Secretary 14 days before the council to place in the Registration bags.
8. Prepares Jurisdictional Financial Reports and balance to the General Secretary 14 days before the council to place in the Registration bags.
	Prepares documents for distribution to the MDC Jurisdictional and Auxiliary department leaders.
	20 points

	Budget

	9. Prepare Projected budget report for MDC 
10. Prepares preliminary financial outcome/budget Saturday after the council for post-council meeting.
	Provide Financial Reports to the MDC Executive Board.
	20 points



[bookmark: _Toc531291230]7-Assistant Treasurer
[bookmark: _Toc531206381][bookmark: _Toc531291231]Pastor Harmon L. Swanigan
The Assistant General Treasurer shall assist the General Treasurer as shall be requested from time to time. During any absence of the General Treasurer, the Assistant General Treasurer shall perform the duties of the General Treasurer as shall be required during such absence. In the event of a long term illness or death of the General Treasurer, the Assistant General Treasurer shall act as Treasurer until the next regularly scheduled general election. (MDC Constitution and By-Laws, page 11)








	General Treasurer Performance Review
	Responsibility/
Action Area
	Points for
completion

	Offering

	1. Responsible for distributing, collecting and tracking Pastor’s offering each night.
2. Collect offering each night.
	Reports MDC Pastor’s Participation and financial support of the council.
	30 points

	Volunteer Checks and Disbursements

	3. Distribute volunteer checks and retrieve signature for each auxiliary and/or department head.
	Prepares stipend for volunteers.
	30 points

	Church Reports

	4. Collect and reads Church Report at Business Sessions (Wed.)
5. Assist in preparing and distributing 45+ assessment to MDC Pastors
6. Delivers all reports to the Assistant Secretary for distribution in registration bags. 
	Collects documents to file with the General Secretary.
	40 points


 
[bookmark: _Toc531206382][bookmark: _Toc531291232]8- Sergeant-At-Arms 
[bookmark: _Toc531206383][bookmark: _Toc531291233]District Elder Dr. Charles J. Cummings
The Chairman shall be empowered to appoint limited to Chaplains(s), Parliamentarian(s), Sergeant(s)-at-arm s, Monitor(s), and Teller(s) for the balloting committee for functions needed to operate Council sessions as well as to appoint necessary appointees to fulfill Chairman responsibilities. All appointees of the Chairman are subject to the approval of the Diocesan.  (MDC Constitution and By-Laws, page 8)

During all meetings, except regularly scheduled Council sessions, a quorum shall be required for the consideration of any Council business. Such quorum shall be one-third of the Pastors of the council. (MDC Constitution and By-Laws Article XII, pages page 34)


	Sergeant-At-Arms Performance Review
	Responsibility/
Action Area
	Points for completion

	General Business Meeting

	1. Ensures quorum. Notifies Chair that meeting can start, and a quorum has been achieved.
2. Calls and confirms which Pastors WHICH pastor’s will be present to reach a quorum. 
3. Take attendance of Pastor’s present at meeting. (ongoing attendance journal)
4. Distributes minutes and other handouts in meeting.
5. Ensures all Pastors have registered at business meeting.
6. Select person to pray and read scripture at business meeting.
7. Ensure room is ready for Business meeting (table, in place, water, microphones etc.)
8. Protocol for meetings. The Sergeant-at-Arms is responsible for ensuring that the Bylaws and Standing Rules of the club are not violated.
9. Keeps order in the meetings and to forcibly remove any members or guests who are overly rowdy or disruptive.
	Coordinates General Business Meeting to ensure that the meeting flows as smoothly as possible.
	50 points

	Evening Council Services

	10. Ensures pastors sit on first few pews (each night at Council meeting)
11. Ensures that adjutants are assigned to speakers for each night. Inform and Organize Pastors/Ministers to processional in sanctuary on “Unity Night”.  
12. Ensure pastors, ministers and spouses’ procession in together. 
	Coordinates pastors, spouses, and adjutants to ensure that the evening service, processional, and seating arrangements flows as smoothly as possible.
	30 points

	Diocesan and Chairman

	13. Personal attendant to the Diocesan and Chairman.
	Coordinates schedule and events for Diocesan and Chairman as directed.
	20 points



[bookmark: _Toc531206384][bookmark: _Toc531291234]9- Parliamentarian 
[bookmark: _Toc531206385][bookmark: _Toc531291235]Suffragan Bishop Robert K. Buckner, Sr.
The Chairman shall be empowered to appoint limited to Chaplains(s), Parliamentarian(s), Sergeant(s)-at-arm s, Monitor(s), and Teller(s) for the balloting committee for functions needed to operate Council sessions as well as to appoint necessary appointees to fulfill Chairman responsibilities. All appointees of the Chairman are subject to the approval of the Diocesan.  (MDC Constitution and By-Laws, page 8)


	Parliamentarian Performance Review
	Responsibility/
Action Area
	Points for
completion

	General Business Meeting

	1. A Parliamentarian is an expert in rules of order and the proper procedures for the conduct of meetings of deliberative assemblies.
2. Parliamentarians assist organizations in the drafting and interpretation of bylaws and rules of order, and the planning and conduct of meetings.
3. When a parliamentary authority has been adopted, such as the current edition of Robert’s Rules of Order Newly Revised, the parliamentary authority provides clear definition of many of the rules of order and procedures which the organization does not have to try and recreate in the bylaws, except for those specific cases where there is a variance or when the organization does not want the rule to be able to be suspended.
4. Parliamentarians are often called upon to assist organizations in planning meetings or conventions. 
5. Create the “Meeting Checklist” to ensure that all things need for the meeting are available. 
6. Reviews the Chairman’s agenda to ensure proper sequence of events, but consideration must also be given to such things as proper protocol, say in the presentation or introduction of various attendees, opening ceremonies, seating, etc. 
7. The parliamentarian is of special use in the preparation of scripts for the chair, credentials reports and considerations, election forms and reports, and the processes in the consideration of motions and bylaw amendments.
8.  The role of the parliamentarian at a meeting is to be a resource to the chair, to assist the chair in the conduct of the meeting. 
9. The parliamentarian sits adjacent to the chair and unobtrusively gives the chair help, guidance and support during the meeting. 
10. The chair can and should consult with the parliamentarian when not certain on how to rule on a question or proceed in the circumstances.
	Advises the MDC General Body and MDC Executive Board about the Constitution and By-laws to ensure that the meeting flows as smoothly as possible.
	50 points

	Constitution and By-laws

	11. Drafting and Interpreting Bylaws
12. Bylaws define the make-up, governance, rights and responsibilities of a given organization and its members. They also define specific rules, which may be unique to an organization, which cannot be suspended, but must be adhered to.
13. Bylaws must be legislatively compliant with the laws governing the organization.
14. Parliamentarians assist the organization in drafting and interpreting bylaws, specific to the needs of the organization. 
15. Working with the organization’s legal counsel, the parliamentarian will ensure that the bylaws are legislatively compliant.
	Coordinates with MDC Executive Board about the MDC Constitution and By-laws to ensure that they are updated and accurate.
	50 points



[bookmark: _Toc531206386][bookmark: _Toc531291236]10-Director of Marketing 
[bookmark: _Toc531206387][bookmark: _Toc531291237]First Lady/Evangelist Crystal J. Swanigan
The Episcopal Office is established to assist the Diocesan with the continuous operation and flow of the Council. The Diocesan shall have the authority to appoint the necessary personnel who may serve at the discretion of the Diocesan for as long as the Diocesan deems necessary. The Episcopal Office shall consist of, but shall not be limited to, the following positions: Director of Evangelism and New Church Development, Director of Fine Arts, Director of Marketing, Director of Public Relations, Director of MDC Connection, Director of Community Relations, Director of MDC Institute, Director of Multimedia, Director of Programming, and Director of Welcome and Hospitality. Bishop’s Cabinet shall be appointed at the discretion of the Diocesan. (MDC Constitution and By-Laws, page 7)

Section ll. The Council shall have a Publicity Committee for the purpose of promoting the Council. This committee shall be appointed by the Chairman of the Council; this committee shall function under the direction of the Chairman of the Council. (April 1997) (MDC Constitution and By-Laws, page 23)

	Director of Marketing Performance Review
	Responsibility/
Action Area
	Points for
completion

	Announcements and Advertisements

	1. A Parliamentarian is an expert in rules of order and the proper procedures for the conduct of meetings of deliberative assemblies.
2. Make announcements in business meeting
3. Make announcement each night of the council
4. Radio spots 1 month before council
5. Update advertisement on next council on MDC APP.
6. Advertise using Social Media
	Coordinates announcements and advertisements to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	50 points

	Marketing and Media

	7. CD and DVD sales.
8. Website updated communicated 10 days after Council meeting.
9. Publish new council date on Website 10 days after MDC Council.
10. Make sure that members receive weekly robot calls about the council.
11. Personal human calls 1 week before the council.
12. Have a flyer created for the next council 30 days after council.
13. Make sure that members receive weekly emails about the council.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	50 points



[bookmark: _Toc531206388][bookmark: _Toc531291238]  11 -Director of Social Media
[bookmark: _Toc531206389][bookmark: _Toc531291239]Elder Eric Charles Griffin
The Episcopal Office is established to assist the Diocesan with the continuous operation and flow of the Council. The Diocesan shall have the authority to appoint the necessary personnel who may serve at the discretion of the Diocesan for as long as the Diocesan deems necessary. The Episcopal Office shall consist of, but shall not be limited to, the following positions: Director of Evangelism and New Church Development, Director of Fine Arts, Director of Marketing, Director of Public Relations, Director of MDC Connection, Director of Community Relations, Director of MDC Institute, Director of Multimedia, Director of Programming, and Director of Welcome and Hospitality. Bishop’s Cabinet shall be appointed at the discretion of the Diocesan. (MDC Constitution and By-Laws, page 7)

Section ll. The Council shall have a Publicity Committee for the purpose of promoting the Council. This committee shall be appointed by the Chairman of the Council; this committee shall function under the direction of the Chairman of the Council. (April 1997) (MDC Constitution and By-Laws, page 23)


	Director of Social Media
	Responsibility/
Action Area
	Points for completion

	Announcements and Website

	1. Publish next Council Date on Website 30 days after Council.
	Coordinates MDC Website and social media accounts to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points 

	MDC Flyer

	2. Have a flyer created for the next council 30 days after council.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	[bookmark: _Hlk531261053]Emails

	3. Collaborate with the Director of Marketing and General Secretary to make sure that members receive weekly emails about the council.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	Graphics

	4. Create graphics for MDC website (MDC-PAW.com)

	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	[bookmark: _Hlk531261653]Phone Tree

	5. Collaborate with the Director of Marketing to assist with sending Robo Calls.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	Marketing and Media

	6. Collaborate with the Director of Marketing to assist with selling CDs, DVDs, Videos, and promotional items.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	Social Media and Email Announcements

	7. Collaborate with the Director of Marketing and the General Secretary to send Social Media announcements and emails to MDC members.

	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	Specific and Strategic Social Media Accounts

	8. Send announcements on Facebook, Twitter, and Instagram, and Youtube for the MDC Council and Auxiliaries.

	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	[bookmark: _Hlk531261513]Announcements on the Website

	9. Upload announcements to MDC Website for the MDC Pastor Anniversaries, Council and Auxiliaries.

	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points

	Nationwide Ministry

	10. Collaborate with Director of Marketing about using Nationwide Ministry Ads and Social Media accounts.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	10 points




[bookmark: _Toc531206390][bookmark: _Toc531291240]12-Director of Fine Arts
[bookmark: _Toc531206391][bookmark: _Toc531291241]Brother Joseph Hall
The Episcopal Office is established to assist the Diocesan with the continuous operation and flow of the Council. The Diocesan shall have the authority to appoint the necessary personnel who may serve at the discretion of the Diocesan for as long as the Diocesan deems necessary. The Episcopal Office shall consist of, but shall not be limited to, the following positions: Director of Evangelism and New Church Development, Director of Fine Arts, Director of Marketing, Director of Public Relations, Director of MDC Connection, Director of Community Relations, Director of MDC Institute, Director of Multimedia, Director of Programming, and Director of Welcome and Hospitality. Bishop’s Cabinet shall be appointed at the discretion of the Diocesan. (MDC Constitution and By-Laws, page 7)











	Director of Fine Arts Performance Review
	Responsibility/
Action Area
	Points for
completion

	Choir Rehearsals

	1. Have MDC Choir Rehearsals (Wed., Thurs, & Fri.)

	Coordinates MDC Choir Rehearsals.
	10 points 

	MDC Flyer

	2. Submit budget for Fine Arts

	Provide expenses for musicians for MDC Executive Board.
	10 points

	Council Services

	3. Render Praise and Worship music for each night of council
4. Render MDC choir selection prior to offertory for each night of council
5. Render music during offertory for each night of council
6. Render music prior to speaker for each night of council
7. Have No less than 25 members in choir for each night of council (Wed., Thurs., Fri.)
8. Render music during Ushering in His Presence service each night.
	Coordinates marking and media information and products to ensure that MDC General Council Body and the St. Louis and surrounding area is informed about the council.
	60 points

	Praise Dance Ministry

	9. Recruit a Praise Dance Coordinator and assign dance Ministry team during council services.


	Coordinates Praise Dance Ministry with Choir Rehearsal.
	10 points

	Drama/Theatre Ministry

	10. Recruit a Dramatization Coordinator and assign a theatrical production during council services.


	Coordinates theatrical production with choir.
	10 points


[bookmark: _Toc531206392][bookmark: _Toc531291242]13-Director of Programming
[bookmark: _Toc531206393][bookmark: _Toc531291243]Sister Charlina Gilkey
The Episcopal Office is established to assist the Diocesan with the continuous operation and flow of the Council. The Diocesan shall have the authority to appoint the necessary personnel who may serve at the discretion of the Diocesan for as long as the Diocesan deems necessary. The Episcopal Office shall consist of, but shall not be limited to, the following positions: Director of Evangelism and New Church Development, Director of Fine Arts, Director of Marketing, Director of Public Relations, Director of MDC Connection, Director of Community Relations, Director of MDC Institute, Director of Multimedia, Director of Programming, and Director of Welcome and Hospitality. Bishop’s Cabinet shall be appointed at the discretion of the Diocesan. (MDC Constitution and By-Laws, page 7)

	Director of Programming Performance Review
	Responsibility/
Action Area
	Points for 
completion

	Planning

	15. [bookmark: _Hlk531263066]Collaborate with the 1st Vice Chairman to initiate and set goals for programs according to the strategic objectives of the organization
16. Collaborate with the 1st Vice Chairman to develop or approve budgets and operations
17. Collaborate with the 1st Vice Chairman to devise evaluation strategies to monitor performance and determine the need for improvements
18. Collaborate with the 1st Vice Chairman to supervise all program and project managers involved to provide feedback and resolve complex problems
19. Collaborate with the 1st Vice Chairman to discover ways to enhance efficiency and productivity of procedures and people
20. Collaborate with the 1st Vice Chairman to apply change, risk and resource management principles when needed
	Collaborates with MDC Executive Board Members to plan the council services. 
	20 points

	Program

	21. Collaborate with the 1st Vice Chairman to plan the programs from start to completion involving deadlines, milestones and processes
22. Collaborate with the 1st Vice Chairman to ensure program operations and activities adhere to legal guidelines and internal policies
23. Program checklist score for each position.
24. Program a MDC excellence score.
25. Finalize program and run sheet.
26. Prepare briefing / notes for MDC Executive Board.
27. Forward final program to MDC Executive Board
	Collaborates with MDC Executive Board Members to plan council programming.
	20 points

	Feedback and Surveys

	28. Distribute and collect surveys
	Collects documents to file with the General Secretary.
	5 points

	PR/Media

	29. Read reports prepared by managers to determine progress and issues.
30. Handle public relations and media issues on the day of event.
	Collaborates with Host Church and MDC Executive Board Members to handle PR issues.
	5 points

	Facility Requirements

	31. Collaborate with the General Secretary and Assistant Secretary about council location, set-up, and auxiliary program submittals.
	Collaborates with Host Church and MDC Executive Board Members to plan council services.
	5 points

	Arrange equipment and rooms
32. Pre-check facilities to ensures all rooms are ready for MDC Council
33. Ensures all presenters have necessary equipment (projectors, microphones, copies)
	Collaborates with Host Church and MDC Executive Board Members to plan room equipment and setup.
	5 points

	Security
34. Advise security of event and if VIPs are attending
	Collaborates with Host Church and MDC Executive Board Members to plan for security.
	5 points

	Grounds
35. Ensure all MDC Executive Board Members have parking places
	Collaborates with Host Church and MDC Executive Board Members to plan for parking.
	5 points

	Signage and Room Assignments
36. Prepare directional signage for event, including car park signs
37. Ensure that MDC Executive Officers have rooms/space reserved for Diocesan, Chairman, General Secretary & Registration Staff, and Treasurer & Counting Staff
	Collaborates with Host Church and MDC Executive Board Members to plan room assignments.
	5 points

	Catering

	38. [bookmark: _Hlk530782743]Arrange and/or prepare Breakfast, Lunch, and Dinner Arrangement at MDC council.
39. Advise caterer of final numbers
	Collaborates with Host Church and MDC Executive Board Members to plan the meal services.
	10 points

	Staffing

	40. Personal Assistant to Chairman and 1st Vice Chairman
41. Arrange for Armor Bearers for speakers and out of town guests.
42. Keep senior management informed with detailed and accurate reports or presentations
43. Submit checklist to Executive Board
	Collaborates with MDC Executive Board Members to plan the council services.
	15 points
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