EFCI Mandarin Youth ~ 2011 ~ 

Coworker Job Descriptions (College and HS)
General Guidelines:
1) These statements are Neither the only Nor the best methods to serve Jesus.  These are based on both surrounding circumstances (historical, cultural, social) permitted by God as well as current believers’ spiritual gifts given by God.

2) A steady daily devotion and regular attendance in all Friday/Sunday programs and other gatherings required by the chairperson are both mandatory for all coworkers.  * ALL COWORKERS ARE REQUIRED TO ATTEND ALL FRIDAY MEETINGS AND SUNDAY SERVICES UNLESS ADVISORS AND CHAIRPERSON ARE NOTIFIED IN ADVANCE WITH GOOD REASONS *
**Please notify by Wed and please give your responsibilities, if any, to another co-worker to help you.

(optional: It would also be nice to let other co-workers know about your absence since we are working as a team.)
3) Every coworker, regardless of your position, needs to be aware that you are working together as a team, therefore, please try your best to help each other out and do not limit your serving in your own area.  

4) Every coworker should try his/her best to equip him/herself in the following areas: leading prayer meetings and learning how to lead DIG/Bible study and worship (may not need to actually lead it).
5) Wed. Prayer meetings will not be mandatory but highly encouraged. However, coworker prayer meetings will be mandatory. If you are unable to attend, please notify advisors and chairperson in advance with good reasons. 
I. College Fellowship:

The College Coworker Group is consisted of a Chairperson, 7 Administrative coworkers, and a flexible number of Pastoral coworkers called the Small Group Leaders (SGL).

A. College Chairperson 大專團長 : 
Lead the fellowship by following God’s vision and guidance

1) Vision & Direction of the fellowship (with the advisors) 

2) Oversee the spiritual/emotional/personal conditions of college coworkers, take disciplinary action if needed.

3) Admin. within the fellowship

a) Cowork with & seek advice from Advisors.

b) Remind the responsible person for upcoming events, Guide fellowship gathering time, including announcement time.
c) Prepare & conduct coworker meetings including working out meeting agenda beforehand (~2-4 times a yr?), coworker bonding times, and any additional college coworker prayer meeting.  
d) Work with SGL on College Fellowship Directory.
e) Responsible for or coordinate the Fellowship welcome & announcement time.
f) Work with Publication to ensure the fellowship website is updated for announcements & send email reminder to fellowship members no later than Tuesday night.

Update fellowship email list (both college and HS) by working with HS chair, and small group leaders, including adding newcomers to the list and removing those who wished to be removed (to the invitation-only list).
4) Admin. between the fellowship and church
a) Report program schedule every 3-6 months to the Pastoral Office including the secretary.

b) Provide background information on speaker candidates and any retreat information to the Senior Pastor and the Mandarin/Youth Pastor 
c) Report fellowship condition, petition for fellowship need, support church events, during Mandarin congregation coworkers meeting or to the E & D Board.
d) Provide fellowship directory and program schedule to Mandarin congregation coworkers, especially the Mandarin/Youth Pastor and the Deacon of Mandarin Worship.
e) Attend all the 1.5G Core Meetings, bridge between the 1.5G service and the college fellowship.

f) Be the bridge when the fellowship is asked to help out in church’s special events. 

B. College Pastoral Coworkers/Small Group Leaders 大專小組長 : (1-2 will be Vice Chair)
Lead and pastor the small groups
1) Work with 2-3 core helpers of the group to:

a) Pastoring & Caring for the group members, oversee the spiritual partner pairs within the group.
b) Provide spiritual guidance & growth to the group members.

c) Involve the group members in serving and train for new future coworkers.
d) Coordinate a prayer support system within the group and report major prayer request to the college coworkers (esp. the Advisors, Chair, & Worship/Prayer Coworker).
   2) Lead SG discussions and DIG
3) Coordinate and recruit DIG leaders within the group.

4) Encourage the SG members to have regular daily devotion, communicative the need of Bible Purchasing, Baptism for the group members with the Advisors when necessary.

   5) Update the fellowship/SG directory on google doc. 
6) May help purchase flowers, cards for baptisim and apply for reimbursement from general affair coworker
7) May need to attend SGL trainings regularly (coordinated by the Advisors)
C. Worship (& Prayer): College 大專敬拜同工（禱告） :
Lead the fellowship to freely worship God and minister the fellowship’s needs by the Holy Spirit
1) Develop and improve the worship team

a) Worship vision and direction for the present year

b) Coordinate worship practice (dates, worship leaders, vocals, instrumentalists, and schedule)
c) Encourage, recruit, and train potential worship leaders, vocals, and instrumentalists.  Also set rules and requirements followed by all the team members.
d) Encourage/ give background information on worship conferences or other worship related events.
e) Oversee and monitor worship teams’ leading progress (including evaluation)


May discipline worship team members if necessary.

f) May need to work together with the 1.5G worship core.

2) Coordinate Wednesday Night Prayer Meetings
a) Recruit prayer warrior team.

b) Coordinate prayer meetings for the fellowship (weekday nights, Friday nights, Sundays etc.).  Arrange prayer meeting, leaders, and provide the schedule to all coworkers & the leaders.

3) Manage equipment and instruments

a) Maintain, update and organize: instruments, music stands, projectors, and especially the transparency folders.
b) Remind the worship leaders to clean up the stage and return music sheets, etc. after fellowship.
c) Improve and propose new purchase or upgrade of the instruments and room/stage.
4) May organize and coordinate events such as musical drama night, music sharing night, and praise and worship night.
5) College Worship is also going to help out the Chair in any Prayer-related Admin.
D. Audio Video: College
Enhance the quality of worship by assisting in the flow of worship and maintaining the audio/visual equipment
1) Recruit, Coordinate training, then oversee and communicate with AV team.


a. Recruit AV team members

b. Enhance your personal as well as AV team’s training on sound adjustment output

c. Help control microphone and sound system during worship

d. Recruit and coordinate members to help put Powerpoint during worship 
e. AV team may help make sure the worship team members clean up the stage and up to what point 
2) Maintain equipment and instruments

a. Maintain, update, and organize: sound system, instruments, music stands, and projectors.
b. Improve and propose new purchase or upgrade of the sound system, instruments, and room/stage

3) Help transport and set up sound equipment and instruments during outings such as Spring Camp. 

4) Try to serve in 1.5G AV team and encourage fellowship AV team to as well.

E. Activity: College 大專活動同工: (college and high school publication coworker form a team)
Plan & Coordinate activities to increase the bonding of the fellowship, especially for newcomers and non-Christians.
1) Plan and implement following programs such as Camping, Welcome night, Brothers/Sisters Appreciation (together with SGL & HS Caring), Special Outreach Events, Game Night & Community Service, etc. (TBD - not all events listed are necessary).

a) Coordinate or work with the event coordinator on special events such as retreat or special activity (dates, location, program content) **Will work with outreach coworker on coordination of Spring Camp and some other special events
b) Coordinate and oversee activity programs/games/ice-breaker.
c) Encourage, recruit, and train potential activity leaders and helpers.
d) Will be cowork closely with the Outreach coworker & Publication coworker for any special events.

F. Outreach: College 大專外展/宣傳同工 :
Promote the fellowship and the fellowship events through outreach methods.  
1) Design and implement ideas to promote specific outreach events
a) Outreach coworker can work with the activity on coordinating the events. 
b) The promotion part is carried by the Outreach coworker, from coordinating flyer production with the Publication coworker to coordinating the actual actions in promotion.
2) Work with the Publication and Multimedia coworker on any web update, flyer design, multimedia files, etc.
3) Plan for evangelical ministry such as city prayer walk, street evangelism, etc.
4) In Charge of Campus Ministry, such as Campus Club, or welcome week campus outreach (not just UCI, but campuses around Irvine)
5) Greet newcomers with welcome sheets/welcome package (Can recruit helpers if person is different gender)

a) Help the newcomers to be familiarized with the fellowship and their SGLs by being the initial contact point.
b) Provide contact info. of newcomers to advisors, college chair, and SGLs.  

6) Ride/Driving Team Arrangement for both Friday, Sundays, and 1.5G service.

a) Form and recruit a driving team

b) Arrange ride schedule for newcomers and those who need rides.

c) Arrange rides for newcomers not in the schedule or in emergency situation.

d) Work with event coordinator on special event driving arrangements

e) Educate the courtesy of passengers (on driver appreciation).

7) May need to cowork with the 1.5G Outreach Core to help out on the 1.5G outreach.
G. Multimedia: College 
To use multimedia to help others know about Jesus, our fellowship, and fellowship events

1) 1) Design and implement ideas to promote the fellowship in general: multimedia, Christian media, youtube, website, attractive flyer, business cards, street evangelism, campus flyer passing, or through whole church events/channels, etc.
2) Web design

a) Recruit, oversee, & communicate with the website design team.
b) Change e-announcement format to blog and maintain it on a weekly basis.
3) Videos and Powerpoints

a) Promotional videos for big events such as GC or Spring Camp

b) Take photos and video during events and incorporate into videos or PowerPoints after large events such as retreat and GC
H. Publication: College大專文書同工 : (college and high school publication coworker form a team)
Encourage and promote educational awareness within the fellowship

1) Journal publication: once every three months? (TBD)

a) Organize a journalism team

(i) Recruit helpers to design, to produce, and to distribute journal booklets

(ii) Train and assign reporters to interview, especially introducing newcomers in the context of the journals

(iii) Send reporters to record fellowship events.

(iv) Designate photographers for fellowship events.

b) Basic contents other than people’s articles for fellowship Journals:
Annual/Seasonal fellowship vision/goal/theme, Seasonal program schedule, Newcomers information/interview if available, Seasonal prayer requests, Special program promotion/introduction, Seasonal fellowship spiritual focus (DIG summary)

c) Additional Suggested contents for fellowship Journals:

Past programs review, with summary/interview/sharing, etc., Testimonies of fellowship people who got baptized, Introduction to new Christian books or CDs, Columns for sports, shopping…
2) Help the Outreach coworker to Introduce/Announce church and fellowship activities and programs to fellowship (and other church members?)

a) Make laminated card or some kind of fellowship schedule (fellowship schedule, worship leaders, birthday, janitors): once every other month? (TBD), and make sure the stock is available in the fellowship room. **optional 
b) Design posters or flyers for upcoming events and evangelism activity.
c) Update/keep the fellowship pamphlet stock in the Newcomer Welcome Package (include newcomer info sheet, coworker & advisor directory, fellowship intro, current edition of newsletter).
3) Secretarial tasks

a) Summarize each meeting’s context on a logbook and give a copy of the summary to individuals who need the information (including pastors, advisors, coworkers, etc.)
- Communicate with the chairpersons in regards to distributing these information
b) Keep and organize record of coworker meetings. 
c) Keep preDIG and DIG records for Spiritual Growth Coworker/Advisors in folder and pass down to next year’s coworker. **optional
I. General Affair 總務同工 :

Be a faithful steward of fellowship’s finance and general functions for God’s glory

1) Financial accounting

a) Explain the meaning of offering & collect them non-compulsory, afterwards, Count and log the offering income with at least one other person (two signatures).
b) Keep a budget log recording of every expenditure and income (date, amount, person, purpose, with receipt), and update financial balance: at least once every month to all advisors through google doc. 
c) Support Christian organizations (World Vision, Logos Seminary, etc.)

d) Manage room - Improve and maintain a clean, friendly environment for the fellowship.

e) 安排值日生(responsible person) for cleanup to make sure the trashcans are emptied when full, make sure the A/C and light are turned off on Fridays and Sundays.

f) Report damages, etc. to the chair so the chair can report to church.

2) Refreshments
a) Coordinate after-fellowship snack preparation, control budget.  
3) Miscellaneous

a) Prepare money & thank-you card for the speakers (talk to advisors/chair if needed)

b) Help purchase stuff for the fellowship.
II. High School Fellowship:

Caring: 

Advisors will take over the actual caring part (with the help of core group) and the administration under caring (e.g. new comer info, directory, etc.) will taken care by publication.  
Provide care, attention, and love to the fellowship on a person-to-person basis
1) General

a) Serve as a fellowship ambassador on Fridays and Sundays to make the initial contact with new comers and design ways for follow-up (關懷小使者).
b) Encourage brothers and sisters to care for one another on a weekly basis.
i) Design activities, e.g., caring notes, caring call, etc.
ii) Communicate with prayer coworker and advisors about special needs and prayer requests.
2) Administration

a) Maintain a stock of newcomer sheet and welcome packet (packet includes fellowship/church pamphlet prepared by publication, coworker and fellowship information, small gift?)

b) Update coworkers and advisors with new comers’ information via e-mail by following Tuesday.

c) Update fellowship directory every three/six months (work with college chairperson/small group leaders).

i) Provide updated copies to pastoral staff and church secretary.

d) Be in charge of making invitation list and assigning callers for any special events (GC, spring camp, beach party, etc.)

e) Prepare birthday cards and cakes for people every 2 months (work with college treasury coworker).
3) Special Events

a) Work with activity coworker in all appreciation events (brother/sister appreciation, advisor, parents, driving team, etc.)  

A. High School Chairperson 高中團長 :

Lead the fellowship by following God’s vision and guidance

1) General

a) Prayerfully seek direction and vision for the fellowship (with advisors).  

b) Lead the fellowship to live, serve and grow in the direction that God has given.

c) Care for the spiritual, emotional, physical and relational condition of the coworker group.

d) Seek advice and support from advisors and pastoral staff on any issues that the fellowship has.

2) Act as Prayer for the High School fellowship: 
a) Keep the fellowship in daily prayers and be the spiritual alert for the fellowship.
b) Help to recruit prayer meeting leaders and prayer warrior team within the HS fellowship.  Encourage ppl to attend weekly fellowship prayer meetings.
c) Collect prayer requests and ask prayer warriors to pray for them.

d) Coordinate high school only prayer meetings if necessary.
3) Administration

a) Work with the college chairperson in matters concerning the entire fellowship (see college chairperson responsibility).

1. Plan, conduct and guide high school coworkers in all high school programs throughout the year.

2. 同工會 twice a year for overall fellowship program scheduling and planning (beginning and mid-year).
3. Call other meetings, prayer meetings as needed.
b) Serve as a contact point between church and fellowship communication.

1. Update pastoral staff and secretary on high school fellowship events.

2. Help promote and coordinate church-related events, including the 1.5G worship.
3. Attend any Mandarin congregation coworker meeting

B. High School Bible Study/Vice Chairperson : 高中靈修同工/副團長的職責

teach and model God’s words in a positive, growing environment where the fellowship’s spirituality can mature, improve spiritual growth of individuals as well as the whole fellowship

1) Vice Chair
a) Assist high school chairperson in administrative and spiritual care needs.
b) Take charge of the high school fellowship when the chairperson is absent.

2) Spiritual Growth
a) Design and improve spiritual growth programs such as Discussion in God (DIG)/Bible study

(1) Work with Advisors on Bible study context for the present year (dates, topics)

(2) Coordinate pre-study (dates, location, Bible study leaders, schedule, topic, verses), the advisors will lead pre-study.
(3) Bible study evaluation session for Bible study leaders based on each others’ suggestions and questionnaire from fellowship members

(4) Encourage, recruit, and train potential Bible study leaders

(5) Coordinate training sessions during pre-study time.

(6) Conduct and oversee Bible study programs in the fellowship

b) Other events, workshops

(1) encourage people to attend Sunday school.
(2) Encourage people to go to events approved by church/fellowship.

c) Oversee the general spiritual condition of the fellowship.
(1) Encourage daily devotion of fellowship members.
(2) Work with College SGLs on Bible-purchasing for the HS ppl.

3) Special events:
a) Participate in Evangelical Ministry 

(1) May need to work with Activity coworkers in planning for evangelical ministry (i.e., city prayer walk, street evangelism, visiting orphanages, mission trips, etc.)
C. Worship: High School 高中敬拜同工 :
Lead the fellowship to freely worship God and minister the fellowship’s needs by the Holy Spirit
1) High school worship coworker is mainly in charge of the high school-only team if there is one and is responsible for (coordinating) the worship time when the two fellowships have separate programs at different locations.
a) Explore and encourage high school students to serve on the worship team.
2) High school worship team also needs to train a high school soundperson.  
3) Work with college worship coworker in the administrative matters related to the fellowship (see college worship responsibility). 
D. Activity:/Outreach High School  高中活動同工 :
Outreach and bond new members, both believers and nonbeliever, to the fellowship

1) High school activity: conduct ice breaker games or activities prior to DIG/Bible study when being asked to do so.

2) Form Activity helper team, including 1-2 core helper from the HS fellowship.
3) Work together with the College Outreach and the HS Spiritual Growth in Evangelical Ministry (**see section on Spiritual Growth)
4) Work with college activity coworker (see college activity job responsibility description).

E. Publication:  High School高中文書同工 :  

Encourage and promote educational awareness within the fellowship
1) High school publication coworker is a team with the College Publication.  Please see college publication job responsibility description and work with the college coworker to divide job responsibility.  
2) Form a Publication helper team, including 1-2 core helper from the HS fellowship.
3) Apply sections #2 and #4 in the college publication job description to high school only programs.
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