Via de Cristo of Western Washington

Secretariat officers: Pre-weekend Coordinator
Objectives

1. To glorify God by coordinating all Via de Cristo of Western Washington pre-weekend information.
Responsibilities

1. Provide a list of eligible Cursillistas to the weekend’s Rector/a.

2. Maintain a database of information which tracks all activities of a weekend and to provide information from that database to the weekend’s Rector/a, including:
a. Team members, their roles and rollos

b. Pilgrims and their sponsors

c. Team applications and donations (JOGs) and received and outstanding

d. Pilgrim applications and donations received and outstanding

3. Facilitate the creation of a weekend “packet” and the contents thereof.

a. Complete roster of all people involved in the weekend

i. Team members and their roles and rollos

ii. List of people in each table group

b. Information on the reunion Ultreya which follows the weekend

c. Weekend participant photograph(s)

d. Other information as identified and determined necessary by the Secretariat

4. Order sufficient crosses from Symbols, Inc., for the pilgrims in the weekend as well as team members for whom this is their first Via de Cristo of Western Washington worked.

5. Keep track of members in the community who have received Secretariat sponsored training in the Via de Cristo.

6. Facilitate evaluation of a weekend after the fact.
a. Create and distribute a weekend evaluation to all team members

b. Collate responses and facilitate their discussion with the Secretariat, the weekend’s Rector/a and the next weekend’s Rector/a

c. To respect and maintain the anonymity of any team members if so specified in their evaluation
7. Update and maintain documentation relevant to the position of Pre-weekend Coordinator.

8. Regularly attend all secretariat meetings.

9. Regularly attend as many Via de Cristo gatherings as possible.

10. Pray regularly for the leaders serving on the secretariat and for weekend team members and participants.

Skills and Experience required

1. Excellent organizational and communication skills
2. Ability to work with people and delegate tasks as necessary

3. Above average computer skills and the ability to effectively deal with data input, analysis and dissemination.

Reports to

· Secretariat

Service time

· Two years
· Not to exceed four consecutive years

Training required

1. The outgoing Pre-weekend coordinator will provide adequate training to his/her replacement.
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