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MOPS Leader Descriptions and Responsibilities. 
 
Coordinator: 
 

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

 Sets the tone for the MOPS meetings, often by welcoming moms, 
sharing announcements and handling other organizational needs. 

 Ensures, along with the MOPS Mentors, that the gospel is presented 
in at least two MOPS meetings each year. 

 Disciples the Steering Team, encouraging each member to grow in 
her relationship with Christ. 

 Leads Steering meetings, preparing an agenda that encourages the 
contribution of every Steering Team member. 

 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. 

 Reads the MOPS Handbook, the Coordinator’s Handbook and the 
other Positional Handbooks, and understands the vision of MOPS 
and her relationship to the MOPS group and the Chartering 
Ministry. 

 
Fundraising: 
 

 Coordinates Advent Dinners with the rest of the Steering Team. 

 Creates new ideas for fundraising to help our MOPS group grow. 

 Works closely with the Finance Leader and the Steering Team to 
make sure fundraising goals are meeting the budget for our MOPS 
group. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and understands the vision of MOPS 
and her relationship to the MOPS group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 
 
Cares and Prayers: 
 

 Coordinates and sets up prayer boxes for all MOPS meetings.   

 Presents prayer requests/praises to the Steering Team at Steering 
meetings. 
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 Coordinates 6 meals for moms who have just had a new baby, and 
sends out birth announcements via email to our MOPS group. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and understands the vision of MOPS 
and her relationship to the MOPS group. 

 

Crafts (Creative Activities): 

 

 Guides her team in the Creative Activity selection and preparation. 

 Organizes materials, instructions, demonstrators and samples of 
each Creative Activity before the MOPS meeting.  She plans within 
the time and budget limits of her group, and understands the 
needed skills for each activity. 

 Recognizes women who enjoy Creative Activities and provides 
opportunities for their growth. 

 Appropriately utilizes the ideas and abilities of each team member, 
wisely delegating responsibility. 

 Teaches skills and activities effectively, inspiring MOPS women to 
develop their skills in creative projects and encouraging women 
who do not feel particularly successful in this area. 

 Arranges for guest demonstrators and experts to visit MOPS to 
share various skills or other activities. 

 Serves on the Steering Team and attends meetings 

 Reads the MOPS Handbook and Creative Activities Handbook and 
understands the vision of MOPS and her relationship to the MOPS 
group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 

 

Discussion Group Team Leader (DGL): 

  

 Functions as a facilitator for small group discussion and leads the 
direction of the discussion as needed. 

 Promotes an atmosphere of safety, acceptance and belonging for 
each woman. 

 Listens to each group member, particularly in relation to her faith. 

 Is committed to each woman in her group, staying in regular 
contact with her. 
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 Becomes involved in seeking appropriate resources to minister to 
each woman as specific needs are identified within her group. 

 Attends Discussion Group Leader meetings to continue learning 
group dynamics and communication skills. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and Discussion Group Handbook and 
understands the vision of MOPS International and her relationship 
to the MOPS group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 
 
Membership: 
 

 Functions as a facilitator for recruiting new members to MOPS. 

 Responds to all Membership inquiries and “Wufoo” registrations. 
Communicates information from potential new members to the 
Steering Team. 

 Follows up with visitors who attend a MOPS meeting, inviting and 
encouraging them to return to MOPS. 

 Adds new members and updates member information (new baby 
etc.) in Chapter database and registers new and returning 
members with MOPS International. 

 E-mails updated Membership Directory to Steering when applicable 
– Summer for retreat planning, September after add new 
members, throughout year when changes occur. 

 Maintains and e-mails updated member and children Birthday file to 
Publicity when applicable. 

 Update MOPPETS classes in Access database based on non-
returning or new members– babies under 6 months old are lap 
babies, children not attending MOPS at all should say “none”, and 
children kindergarten and older should by checked “non-MOPPETS”. 
 

 E-mail “Moppets” file to Moppets Coordinator two weeks prior to 
first meeting in September. 

 Prepares “Welcome Back” e-mail with MOPS Theme, MOPS 
handbook (prepares updates in collaboration w/ Steering), Table 
Assignments, and  Moppet Rooms and e-mails one week prior to 
first meeting in September.   

 Prepares hard copy Individual member “Welcome Packet” for first 
meeting in September with year’s theme,  upcoming meeting 
schedule,  individual Member Contact verification sheet w/ Dues 
amount (from Finance) 
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 Prepares Individual Member’s contact information verification sheet 
with semester Dues information (Finance will provide Dues 
amount). 

 Update Mops Leader Contact Information in file for St. Paul’s web 
site and e-mails to Church office. 

 E-mails all members instructions to pay Dues online via St. Paul’s 
web site at the beginning of each semester. 

 Maintain St. Paul’s Lutheran MOPS Facebook page – adds new 
members, postings for meetings, deletes old postings periodically. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and understands the vision of MOPS 
International and her relationship to the MOPS group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 
Finance: 

 Suggests a budget for the MOPS ministry based on known costs, 
anticipated expenditures and expected income.  (Adoption of the 
budget is by the entire Steering Team). 

 Serves as a financial liaison with the Chartering Ministry.   

 Enter transactions from Church monthly financial report into Excel 
file and prepares Year-to-Date Financial report for Steering. 

 Distributes Year-to-Date report monthly to the Steering Team - 
identifying shortages and surplus as appropriate. 

 Communicates Dues amount to Membership for Invoice for first 
meeting each semester. 

 Collects and remits Dues/Expenses for reimbursement to Church 
Finance Director. 

 Communicates availability of scholarships for women in the group 
who cannot afford to attend MOPS and tracks number of 
scholarships awarded and contributions to scholarships. 

 Follows-up with members who have outstanding dues. 

 Meets all financial obligations to MOPS International. 

 Prepares Advent Dinner Revenue/Expense report for Coordinator to 
communicate to membership. 

 Renews Chapter Charter w/ MOPS International (in May). 

 May identify and help organize fundraisers to underwrite group and 
leader expenses such as Convention attendance. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and the Finance Handbook and 
understands the vision of MOPS International and her relationship 
to the MOPS group. 
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 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 
 
Hospitality: 
 

 Focuses on the needs of women and arranges the atmosphere of 
MOPS. 

 Inventories, Purchases and Organizes the refreshments at each 
MOPS meeting, delegating responsibilities to team members and 
MOPS moms as needed. 

 Assures a warm welcome for every woman who comes to MOPS 

 Delegates or plan and implements special events, both at MOPS 
meetings and outside of MOPS. 

 Reaches out to mothers beyond MOPS, organizing help for families 
and the community. 

 Serves on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and Hospitality Handbook and 
understands the vision of MOPS International and her relationship 
to the MOPS group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ.  

 
Events: 
 

 Coordinates beginning of the year Kick-off Event. 

 Plans Mom Nights Out and play dates throughout the year. 

 Servers on the Steering Team and attends meetings. 

 Reads the MOPS Handbook and understands the vision of MOPS 
International and her relationship to the MOPS group. 

 Disciples her team members and encourages each woman to grow 
in her relationship to Christ. 

 
Publicity: 
 

 Creatively publicizes MOPS meetings and special events in the 
community through a variety of tools. 

 Facilitates communication among MOPS moms through newsletters 
and other areas of communication. 

 Communicates information about MOPS to the Chartering Ministry 
through written information and occasional presentations. 

 Serves on the Steering Team and attends meetings. 
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 Reads the MOPS Handbook and the Publicity Handbook and 
understands the vision of MOPS and her relationship to the MOPS 
group. 

 
 
Moppets: 
 

 Works with the Chartering Ministry and Steering Team to establish 
policies and procedures for the MOPPETS program. 

 Recruits MOPPETS workers, either volunteers or paid. 

 Trains and encourages workers. 

 Communicates with MOPS moms who leave their children in her 
care. 

 Selects appropriate curriculum materials and develops programs 
and lessons for each class. 

 Serves on Steering and attends meetings. 

 Reads the MOPS Handbook and the MOPPETS Handbook, and 
understands the vision of MOPS International and her relationship 
to the MOPS group. 

 Disciples her team members and encourages each member to grow 
in her relationship to Christ. 

 
 
Service: 
 

 Delegate, plan and implement service projects at MOPS meetings 
or outside of MOPS. 

 Communicate with MOPS leaders, group and Chartering Ministry or 
community organizers about service projects the MOPS group will 
be participating in. 

 Creatively publicize service projects 

 Disciple team members and encourage each woman to grow in her 
relationship to Christ. 

 Serve on the Steering Team and attend Steering Team meetings. 

 Read the MOPS Handbook and the Service Handbook and 
understand the vision of MOPS and her relationship to the MOPS 
group. 


