Chinese Bible Church of Maryland
Secretary Department Introduction

1. Goals:
a. To support the documentation and administrative works of BOE, BOT,
BOD, Church Office and Membership Meetings and to prepare a
comfortable environment for brothers and sisters to serve God well.
b. To provide communication tools for church staff and church members,
such as telephone service, email, website, audio/video media, church
newsletter, etc. to ensure the success of church ministries.

2. Ministries:
a. Membership Meeting
i. Make and count ballots; verify membership and publish results.
ii. Update member information and membership status
b. Documentation, Administrative Support
i. Keep BOE, BOT and BOD meeting records and documents as well
as the church policies, by-laws and formal documents.
ii. Purchase office supplies (i.e. stationeries, accessories, and paper).
iii. Assist church secretaries as needed; help to hire church secretaries.
iv. Be the member of BOT; sign church checks.

c. IT Support
i. Purchase IT equipment.
ii. Maintain telephone and network system
iii. Computer hardware/software support and training
d. Website Maintenance
i. Maintain church website
ii. Post audio/video recordings of Sunday sermons and Sunday
School information/outlines on the Internet.
iii. Provide member services — File sharing, Church Retreat Online
Registration System, Church Directory.

3. Prayer Needs:
a. Please pray for additional co-workers.
b. Please pray for coworkers to have patience in fulfilling their
responsibilities.
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