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雅城聖經教會同工會組織及職責 

Coworkers Board Organization and Functions 
Arlington Chinese Bible Church 
Revised December 2019 

 

1. 組織 The Organization 
教會同工會應處理日常一般事務, 以及協助牧師處理有關屬靈事務，由下列部門同工組成： 
The Coworkers Board shall administer daily general business of the church, and shall assist the pastor 

in spiritual matters that pertain to the church, and shall consist of the following committee coworkers: 

 

A. 主席 Chairman 

B. 書記 Secretary 

C. 財務部同工 Treasure 

D. 總務部同工 Coordinator of the General Affairs 

E. 教育部同工 Coordinator of Education 

F. 差傳(宣教)部同工 Coordinator of Mission 

G. 團契部同工 Coordinator of Fellowship 

2. 職責 Functions 

A. 主席 Chairman 

(1) 召集同工會之會議。主持所有同工會及會友大會之會議。 

Shall call for the Coworkers Board meeting. Shall preside all the Coworkers Board and 

Congregational Meetings 

(2) 協調各部同工之職責。 

Shall coordinate the functions of each Coworker 

(3) 對外代表全體會友及同工會。 

Shall represent the congregation and Coworkers Board 

(4) 安排探訪會友及慕道友。 

To organize visitation of church members and non-believers. 
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B. 書記 Secretary 

(1) 擔任同工會及會友大會之記錄並保存此等記錄。 

Shall record minutes and keep records of proceedings of the Coworkers Board and 

Congregational meetings. 

(2) 保持教會會友名單。 

Shall maintain the membership record of the church. 

(3) 發行教會通訊錄。 

Shall publish the church directory. 

(4) 協調更新以及維護教會共享行事歷。 

Shall coordinate and update Church Events Calendar. 

(5) 負責管理教會在共享服務器上的文件及記錄 

Shall organize and maintain church files and records on shared cloud. 

(6) 管理更新教會網站以及社交媒體 

Shall manage and maintain content of church website and social media. 

(7) 負責教會圖書室管理。 

Shall in charge of the Church Library. 

(8) 寄發同工會所指定的書信。 

Shall forward correspondence as requested by the Pastor and the Coworkers Board. 

(9) 當同工會主席不在時代理主席，並主持同工會及會友大會之會議。 

Shall be the acting chairman and preside all the Coworkers Board and Congregational Meetings 

when the chairman is absent. 
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C. 財務部 Finance Committee – Headed by Treasurer 

(1) 準備年度預算交由同工會審核。 

Shall prepare and present the annual budget to the Coworkers Board for approval. 

(2) 保存教會各項收入及支出之確實帳目。 

Shall keep an accurate account of all money inflows and outflows of the Church. 

(3) 支付同工會各項授權之支出。 

Shall make payments for all authorized obligations incurred by the Church. 

設立不同的人開支票和簽字，以確保財務分權管理。 

Note: The Finance Committee may set up check signers and check preparer in order to 

maintain segregation of duty. 

(4) 收集並記錄每週之奉獻。 

Shall collect and record all offerings. 

註：財務部得附設小組以協助每週之奉獻的收集與記錄。 

Note: The Finance Committee may set up subcommittees in order to assist in collecting and 

recording of the weekly offering. 

(5) 準備每月財務報告給同工會，每季向會友公佈財務報告。 

Shall present the monthly financial report to the Coworkers Board and the quarterly financial 

report to the Congregation. 
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D. 總務部 General Affairs Committee – Headed by the Coordinator of the General Affairs 

總務部得編列每年的總務經費預算。總務部得設教堂管理、社交及交通三小組，各小組職責如

下： 
General Affairs Committee shall prepare the annual budget for the general affairs. General Affairs 

Committee can be divided into Building Sub-committee, Social Sub-committee and Transportation 

Sub-committee. The duties of each Sub-committee are: 

(1) 教堂管理組 Building Sub-committee: 

(a) 維護及清掃教堂，並依教會之需要做必須之整修。 

To clean and maintain the Church building and to make necessary renovation to meet 

the needs of the Church. 

(b) 每逢浸禮時準備浸池。 

To prepare the baptismal pool whenever there is a baptism. 

(c) 籌備教會之各項建築計劃。 

To develop projects for the Church building. 

(2) 社交組 Social Sub-committee: 

(a) 籌劃教會各種膳食，如主日及特別之愛餐。 

To plan and supervise the preparation and serving of food for the Church functions such 

as Sunday lunch and other special love feasts, etc. 

(b) 安排每主日餐廳之清掃。 

To arrange the cleaning of the dining hall on Sunday. 

(c) 購置膳食、聖餐、洗手間所需各種用品。 

To purchase supplies needed for food services, Communion service and restroom. 

(3) 交通組 Transportation Sub-committee 

(a) 為需要者安排接送，以便參加教會各項聚會與活動。 

To arrange transportation for those who are in need as to attend the services and 

activities of the Church 
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E. 教育部 Education Committee – Headed by the Coordinator of Education 

教育部得設成人教育，兒童教育及育嬰三小組，各小組職責如下： 

The Education Committee can be divided into Adult Education, Children Education and Nursery three 

Sub-committees. The duties of each Sub-committee are: 

(1) 成人教育組 Adult Education Sub-committee: 

(a) 建立策略，協調，督導並改進成人主日學、成人查經及浸禮課程等教育事工。 

To develop policy; to coordinate, supervise and improve the educational ministry of 

Adult Sunday School, Adult Bible Study, and Baptismal Classes. 

(b) 制定目標，決定課程及教材，訓練並指定師資。 

To establish goals, to evaluate and determine curricula and materials and to train and 

appoint teachers. 

(c) 與總務部協調教室及器材之使用。 

To coordinate with General Affairs Committee to allocate space and equipment. 

(d) 編列每年的成人教育經費預算。 

To recommend the budget for the adult educational programs. 

(2) 兒童教育組 Children Education Sub-committee: 

(a) 建立策略，協調，督導並改進兒童主日學課程之教育事工。 

To develop policy; to coordinate, supervise and improve the educational ministry of 

Children Sunday School, Children Bible Study Classes. 

(b) 制定目標，決定課程及教材，訓練並指定師資。 

To establish goals, to evaluate and determine curricula and materials and to train and 

appoint teachers. 

(c) 與總務部協調教室及器材之使用。 

To coordinate with General Affairs Committee to allocate space and equipment. 

(d) 編列每年的兒童教育經費預算。 

To recommend the budget for the children educational programs. 

(e) 負責管理及改善兒童圖書室。 

In charge and to improve the Children Library. 

(f) 負責兒童詩班。 

In charge of the Children Choir. 

(3) 育嬰組 Nursery Sub-committee 

(a) 安排主日崇拜及特別聚會之嬰兒看護人員。 

To arrange the nursery room volunteer workers for Sunday worship service and other 

special services. 

(b) 負責管理及改善育嬰室之設備。 

In charge and to improve the Nursery Room. 
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F. 差傳(宣教)部 Mission Committee – Headed by the Coordinator of Mission 

差傳部得編列每年的宣教經費預算。差傳部得設本地差傳及外地(海外)差傳兩小組，各小組職

責如下： 
Mission Committee shall prepare the annual mission budget. The Mission Committee can be divided 

into Local Mission and Oversea Mission two sub-committees. The duties of each Sub-committee are: 
(1) 本地差傳組 Local Mission 

(a) 建立本地宣教策略，提高宣教興趣及奉獻。 

To develop the local mission strategy, and to promote interest in and offering to 

missions 

(b) 鼓勵會友實際參與宣教活動，參加宣教會議或研習會。 

To encourage church member to actually participate in missionary activities, and to 

attend missionary conferences and conventions. 

(c) 籌劃佈道會、培靈會及每年的差傳年會。 

To plan the Evangelical Meeting, Revival Meeting and Annual Mission Conference of 

the Church. 

(2) 外地(海外)差傳組 Oversea Mission 

(a) 聯絡及關懷教會所支持的宣教士及宣教機構。 

Caring and communicating with Church supported Missionaries and Mission 

Organizations. 

(b) 推薦需要支持的宣教士及宣教機構給同工會審核。 

Recommend Missionaries and Mission Organizations that need support to Coworkers 

Board for approval. 
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G. 生命小組/團契部 LIFE/Fellowship Committee – Headed by the Coordinator of 

LIFE/Fellowship 
1) 組織並协调生命小組會議及團契，包括生命小組會議，組長會議，星期四的长青团契，姐妹

团契，星期六的职青团契, 以及英文團契 To organize and coordinate all LIFE groups and fellowships 
including LIFE meetings, group leaders meetings, Thursday Evergreen fellowship, Sisters fellowship, 
Saturday young professional fellowship, and English fellowship.  

  

   a) 保存主日生命小組組員的出席紀錄 To keep attendance records of  LIFE groups.  

   b) 保持聚會時間及頻率  To maintain meeting time and frequency.  

   c) 鼓勵參與生命小組討論及分享 To encourage participation in LIFE.  

   d) 計劃並推薦組長訓練資源給牧師及同工會審核 To plan and recommend leaders’ training 
resources to Pastor and Coworker Board for approval.   

   e) 與總務部協調各小組聚會場地 To coordinate with General Affairs Committee  to allocate 
meeting location and space.  

   f) 與教育部協調決定教材的使用 To coordinate with Education Committee to evaluate and  
determine material use  for LIFE/Fellowship.  

   g) 與宣教部配合，鼓勵組員與人分享福音和訓練門徒 To cooperate with Mission Committee, 
encourage to evangelize and discipleship.   

 

2) 建立組員間的愛心關懷網 To establish caring  network among group leaders and members.  

   a) 包括互相禱告，關懷，和分享 Includes praying, caring, and sharing with one another  

   b) 推動彼此間的信任和敞開，增進屬靈的成熟和團契 promote mutual trust and openness, 
improve spiritual maturity and fellowship.  

  

3) 計劃小組和團契活動，編列活動經費預算  To plan LIFE/Fellowship activities, recommend 
activities budgets.  
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崇拜事工 Worship Ministry: 
教會的崇拜事工由教會牧者負責。崇拜事工得設崇拜舆聖樂、招待及多媒体三小組，各小組職

責如下： 

Worship Ministry of the Church is in charged by the Pastor. The Worship Ministry can be divided into 

Worship and Music, Usher, and Multimedia three subcommittees. The duties of each Sub-committee 

are: 

(1) 崇拜舆聖樂組 Worship and Music Sub-committee: 

(a) 安排主日崇拜服事人員，翻譯、司會、司琴及領唱。To arrange the weekly 

Sunday worship team, interpreter, presider, song leader, and pianist. 

(b) 籌劃並改進主日或特別崇拜節目。To plan and to improve the programs in 

worship. 

(c) 安排主日崇拜詩歌。To arrange hymns and other songs in the worship. 

(d) 負責成人詩班和獻詩。In charge of the Choir and music offering. 

(d) 安排主日崇拜預备PPT人員。 To arrange the weekly Sunday Worship PPT 

preparation team. 

 

 (2) 招待組 Usher Sub-committee: 

(a) 安排各項聚會的招待人員，包括主日崇拜及特別崇拜。To arrange the ushers 

in all services including the weekly Sunday Worship and other special Worship. 

(b) 負責並保存主日崇拜的出席記錄。將出席記錄一份交牧者及有關同工，以便

關懷。To take and keep attendance records of Sunday Worship. Make a copy of the 

attendance record for the Pastor and the related coworkers. 

(c) 負責維持崇拜時禮拜堂內外的秩序。To be responsible for keeping order in and 

around of the Church building during the service. 

(d) 安排聖餐主日聖餐之杯與餅的準備及收拾人員。To arrange people to be in 

charge of the cups and bread of the Holy Communion. 

(e) 收集來賓登記卡並交給牧師。To collect the guest cards. 

 

 (3) 多媒體組 Multimedia Sub-committee: 

(a) 安排各項聚會禮拜堂燈光、音響系統、冷暖氣及投影系統之服事人員。To 

arrange people to be in charge of the lighting, heating and ventilation, sound system, 

and projector system. 


