CONTRACT OF SERVICE

Shimonoseki Christ Bible Church receives each teacher from the Lord as a special gift and stewardship from him.  The teacher comes to serve as a volunteer and as one who does his or her work "as unto the Lord".  Because both parties recognize the importance of being faithful in the small things, the following contract has been draw up to aid in a clear understanding and harmony in their partnership in the gospel for the glory of God.  This contract is an official agreement between Samantha Gross hereafter mentioned in the contract as "conversational English teacher" or "teacher" and the leadership of Shimonoseki Christ Bible Church, hereafter mentioned in this contract as "the church" or "SCBC".

Monthly Compensation and Other Benefits

We expect each full-time teacher to be involved in at least thirty hours of ministry a week.  These thirty hours are comprised of a minimum of fifteen hours of actual teaching time and another fifteen hours spent in activities like prayer for students, lesson preparation,　time with students outside the classroom, and office duties.  If the teacher’s teaching time is less than fifteen hours a week then the teacher will be expected to employ those free hours in passing out pamphlets or in some other contact-making activity and reporting that activity to the English ministry administrator.  
At the end of each month the church will provide Samantha, as a full-time teacher, with a monthly compensation in the amount of 100,000 yen.  Each month the church will deduct 46,500 yen from this amount to cover the teacher's basic rent and utilities meaning the teacher will be receiving a net pay of 53,500 yen per month.  At the end of the contract the teacher will be paid a pro-rated amount based on the number of weeks actually taught during the last month.  Because there are no regular classes during the month of August, the teacher will not receive compensation for that month; however, the teacher is free during that month to teach lessons privately or as part of a summer program.  Any additional living expenses or work expenses not directly related to the English ministry will be paid through the financial support the teacher receives through her mission sending agency or through her own personal funds.  The church will not be liable for any expenses incurred through sickness, injury, or death.

Terms of Employment

This contract between Samantha Gross and Shimonoseki Christ Bible Church shall take effect beginning this      day of       and ending the       day of          or three weeks after her replacement arrives in Shimonoseki.  This contract can be renewed for another term with her approval, the approval of her sending church, and the approval Shimonoseki Christ Bible Church’s leadership.

Holidays, Sickness, and Absence

The teacher is allowed to take all Japanese national holidays, except when noted as a workday on the English ministry calendar.  Also, the teacher is allowed the month of August and any other holidays specified on the English ministry calendar as vacation time.  If the teacher is unable to teach and to find a substitute teacher for more than a week because of sickness, injury, or a special leave of absence for personal or family needs, the teacher's monthly compensation will be pro-rated according to the number of days absent.  In the case of another teacher substituting during her absence, that full-time teacher will be responsible to compensate the substitute teacher.  

Agreement to Terms and Conditions of Service

Samantha Gross agrees to the following as a conversational English teacher of Shimonoseki Christ Bible Church:

· To support and honor the church’s faith, practices, and philosophy of ministry (see attached documents) as a servant of Christ and the local church

· To submit to the leadership of Shimonoseki Christ Bible Church (known as the yakuin)
· To fulfill her responsibilities as described in her English teacher job description (see attached documents; note: at the end of each term the English administrator and/or pastor will meet with the teacher to review how she is doing in fulfilling these duties.)
Termination of Contract

If either Shimonoseki Christ Bible Church or the teacher is found in misconduct concerning the items included in this contract and the attached documents, the contract may be terminated.  If the teacher enters into contract with another employer without the permission of Shimonoseki Christ Bible Church, her contract will be terminated.  Before either party can terminate the contract for any reason the teacher's sending church must be contacted and a meeting between the teacher and SCBC's leadership must be held.  The goal of the meeting will be to understand the problems related to the termination, to maintain unity and to reconcile any differences through the power of God's spirit.  Determined from the last day that the teacher teaches her English classes and the termination of her contact, she will receive a pro-rated compensation for the last month in which she teaches.  Both parties are expected to leave the contract without causing dissension in the body of Christ.

I,                     , do agree to the terms of contract as stated above, on this    day of 2007 in the year of our LORD. 








Signature of Conversational English Teacher

We, the leadership of Shimonoseki Christ Bible Church, do agree to the terms of contract as stated above, on this         day of                     in the year of our LORD.

Signature of SCBC's Church Board Chairman
What are the mission and priorities of the non-Japanese Christian servants (missionaries) who serve with the Japanese Christian servants in Shimonoseki Christ Bible Church (i.e. why do we do things the way that we do them)?

The missionaries seek to glorify God among the Japanese by cultivating a church-planting movement throughout Shimonoseki City through their service to Shimonoseki Christ Bible Church, a church that strives to love God, care for each other, and proclaim Christ's gospel to all people of the world starting from Shimonoseki.

The Word of God and Prayer: The foundation of everything we do is our faith in God’s Word from cover to cover and the power of God released through prayer. (Acts 4:31, Acts 6:7)

Multi-cultural Ministry Partnership: The church is a synergistic partnership that God designed through his plan of redeeming and unifying people of all nations into one body and expressed in our church when missionaries and believers from other nations work hand in hand and side by side with the Japanese believers. (Galations 4:28)

Equalitarian, Clear Leadership: Both men and women gifted in leadership may be selected to offices of leadership in the church without regard to gender.  In order to have clear effective leadership, the senior pastor oversees and directs the daily spiritual affairs of the church that include the instruction and training of believers through the teaching of the Word of God and the evangelistic outreach to the lost. (Galatians 4:28, Hebrews 13:17)

Program-Oriented Outreach: We consider that the most effective way to reach people is to provide various church ministries that speak to the interests and needs of people in the community. (1 Cor. 9:22)

Invitational Evangelism: The gospel is best proclaimed by inviting friends, acquaintances, and those who participate in the various church ministries to come hear the preaching of the Word of God and to meet the pastor and other Japanese Christians during our Sunday services. (1 Corinthians 1:21, 14:24-25)

Diligent Service: We believe that God has called us, his church, to give ourselves sacrificially in ministry as an expression of thanks to the one who redeemed us. (Colossians 1:29, 1 Corinthians 15:58)

What doctrines do the believers of this Japanese church hold to be essential?

· The Bible, consisting of 66 books which include both Old and New Testaments, was God-breathed and written by the authors who were inspired by God.  It contains all that God has revealed about this salvation to men and is the only and absolute standard for faith and living.  “God-breathed” means that the Bible, which was written by men, has its origin in God.  That is, it is the Word of God which has authority and is free from any error.  For it was written under the full guidance and supervision of the Holy Spirit.  The Bible is God’s objective Word because it is God-breathed.  It did not become the Word of God by depending on man’s experiences.  (John 1:1; 2 Timothy 3:16-17; 1 Peter 1:23-25; 2 Peter 1:19-21; Revelation 22:7, 18-19)

· The Living True God is only One and exists in the Trinity of the Father and of the Son and of the Holy Spirit from forever to forever.  (Genesis 1:26-27, 3:22; Isaiah 6:8; Matthew 28:18-20; John 1:1-2, 4:24, 8:58, 14:16, 14:26, 16:13-15; Acts 4:11-12, 5:3; Romans 10:9-10)

· God created all things by His Word.  All creation is under God’s authority.  (Genesis 1:1; John 1:1, 8:58, 14:6-10, 17:5; Philippians 2:5-11; Colossians 1:16-17; Hebrews 1:8; Revelation 3:14)

· The Lord Jesus Christ was incarnated into man.  The Lord was given birth by the virgin Mary who became with child by the Holy Spirit.  The Lord died on the cross for the sins of man.  He was raised on the third day and taken up into heaven.  He sits at the right hand of God the Father and intercedes as a High Priest for us.  The Lord will also return to earth again.  (Matthew 28:18-20; John 1:1, 8:58, 14:6-10, 17:5; Philippians 2:5-11; Colossians 1:16-17; Hebrews 1:8; Revelation 3:14)

· The Holy Spirit reveals to man his sins, gives him a new life to be a son of God, and makes him be part of a Body whose Head is Jesus Christ.  Moreover, He lives inside believers, gives them power for Christian life and services, and completes the salvation of the redeemed. (John 13:26, 16:13-15; Acts 5:3-4, Romans 8:9; 1 Corinthians 12:13)

· Adam, the ancestor of mankind, was created in the image of God.  At the beginning he had a right relationship with God.  But, tempted by Satan, he disobeyed Him and committed a sin against the Word of God so that he was destined to death and judgment.  All men are born as sinners because of this sin of Adam. (Genesis 1:26-27, 3:1-6; Romans 1:18, 3:9-11, 3:23, 5:12)

· Because of the Lord Jesus Christ died for us, whoever believers in Him will be recognized as righteous by his faith, forgiven the transgressions of sins, and freed from its control.  A man can be saved by his true faith in Christ alone.  There is no other means to salvation.  (John 3: 5-8, 3:16-18; Romans 5:6-8, 8:1, 10:9-13; 2 Corinthians 5:14-21; Ephesians 2:8-9)

· The Church is the body of Christ and consists of all true believers, alive and dead.  Its head is Christ himself.  Thus all the true believers belong to this body of Christ and are one in the Lord.  (Matthew 16:16-18; Acts 20:28; 1 Corinthians 12:12-30; Ephesians 4:4, 4:7-13; 1 Peter 2:4-5)

· Churches that are established in each age and in each region are groups of people who confessed their faith and are baptized.  They worship God together, have communion with the Lord, and have fellowships with each other.  They also devote themselves to the witnessing of the Gospel and missions, remembering that the Lord prayed that all believers become one for the world to believe in Him.  (Matthew 28:18-20; Acts 2:41-42; 1 Corinthians 3:10; 1 Timothy 4:6; Hebrews 10:25; 1 John 1:3; Revelation 1:18-20, 2:11)

· All the dead will rise again.  Whoever believes in Jesus Christ will receive an eternal blessing as the righteous.  But whoever does not believe in Jesus Christ will stand condemned as unrighteous to receive an eternal punishment and to be separated from God.  At the end of this world, the Lord will make all believers new and hand over His kingdom to the Father.  (John 11:25-26, 3:16-18; 1 Thessalonians 4:13-18; Hebrews 9:27; Revelation 20:14-15)
There are two areas that are often considered secondary issues that are not included in the above statement since they are non-essentials; however, the following teachings are an important part of Shimonoseki Christ Bible Church's philosophy of ministry:
· Believer’s Baptism by Immersion: Baptism is a requirement to full membership into the church including participation in the sacrament of the Lord's Supper.  Baptism is seen as a very important step of a person who has already put their trust in Christ for salvation, has completed the baptism preparation Bible study, and is able to make the pledge of a good conscience as stated in the "Baptism Pledge" which follows.  The mode of baptism is by immersion in water.
BAPTISM PLEDGE

This is read at the time of baptism and each person to be baptized testifies to their faith in Christ and commitment to love Him and His church: 

Q: Do you believe in the Creator of Heaven and Earth and the Almighty Father God?

A: Yes, I believe.

Q: Do you believe in our Lord Jesus Christ, God's only begotten Son.

A: Yes, I believe.

Q: Do you believe in God the Holy Spirit?

A: Yes, I believe.

Q: Do you confidently believe that you are saved through the redemption of Jesus Christ who was hanged on the cross?

A: Yes, I believe.

Q: Do you believe that all of the Holy Scriptures are the Word of God?

A: Yes, I believe.

Q: Do you henceforth vow not to practice any kind of idol worship and anything like it?

A: Yes, I do (literally, "Yes, I vow.")

Q: Do you vow that you sincerely accept Shimonoseki Christ Bible Church's Statement of Faith and will submit to its rules of conduct?

A: Yes, I do.

Q: The Lord's Supper is a Christian's responsibility; do you vow to fulfill this responsibility from now on?

A: Yes, I do.

Q: Do you vow to join Shimonoseki Christ Bible Church and as a member fulfill one's responsibilities, fellowship with the saints, and live a life worthy of one's church membership?

A: Yes, I do.

· Women in Leadership: From the beginning God has used both men and women in the growth and leadership of this church based on the understanding of how God has gifted each individual to serve in the body of Christ and on the understanding that both male and female are equal in Christ.  In honor of God's established authority in the home, our leading women have the freedom to fulfill their God-given role in the body with the permission of their husbands and in submission to the head pastor whom the church believes should be a male leader.
How is the church leadership organized (i.e. to whom are you ultimately responsible as you serve this church)?

    Shimonoseki Christ Bible Church is governed by a board of church officers (yakuin) that consists of the senior pastor and six elected members.  This board of officers has the responsibility and the authority for decisions concerning the spiritual direction and business matters of the entire church body. As explained in Shimonoseki Christ Bible Church’s bylaws, matters that require the entire church body’s confirmation will be presented to the church to be voted on.  The church board delegates to the senior pastor the major responsibility of overseeing the ministry leaders as it pertains to their various ministries within the body.  He is also responsible to lead and to direct the daily spiritual affairs of the church that includes the instruction and training of believers through the teaching of the Word of God and the evangelistic outreach to the lost.   The senior pastor, staff evangelist, and cell leaders work together, providing the development and direction of the pastoral ministry of the church.      
How will you be expected to conduct yourself while serving in Japan with this church?

Personal and Public Conduct
   Recognizing the great privilege and ensuing responsibility that is entrusted to a person in a leadership/teaching ministry, we endeavor to both privately and publicly please our Lord Jesus Christ with our attitude and conduct. It is our desire that the leaders conduct themselves in a manner that is in harmony with the Bible and that is pleasing to our Lord Jesus Christ.
1. We pledge to refrain from such activities as illegal drugs, smoking, alcoholic beverages, gambling, and pornography, etc.  As Paul mentions in Scripture,

“All things are lawful for me, but all things are not helpful. All things are lawful for me, but I will not be brought under the power of any.” (2 Corinthians 6:12) “Walk in wisdom toward those who are outside, redeeming the time.” (Colossians 4:5a)  Also, “All things are lawful for me, but not all things are helpful; all things are lawful for me, but not all things edify. Let no one seek his own, but each one the other's well being.” (1Corinthians 10:23, 24)
 We believe that it is wise and glorifying to the Lord to take a united stance of separation from the above-mentioned activities and lifestyle. 
Note: As is true in all churches, there are a other unwritten suggestions to help maintain the integrity of church leaders and staff.  For example, single men and women not riding alone in the passenger seat of a car with a person of the opposite sex.  If in doubt, it would be wise to seek the pastor’s counsel on what would be appropriate.

2. We pledge to refrain from participation in any and all idol worship. (Exodus 20:3-6, Deut. 26:14, I Cor. 10:13,14, I John 5:21) (For specifics on idol worship please read the English/Japanese booklet found in the church office.)
3. We agree to the Statement of Faith and the church bylaws as explained in the Church Constitution. 

Concerning Church Attendance
Recognizing the great privilege and ensuing responsibility that is entrusted to a person in a leadership/teaching role, we pledge to prioritize and be faithful in attendance at a Sunday Worship Service (Corporate), Cell Groups (Small Group), and such meetings such as Revival Services, Church Business Meetings, etc.
How should you conduct yourself if you have a conflict with someone in the church?

As conflicts and misunderstandings will occasionally occur among our leadership team, teachers, etc. the following steps will be followed in seeking a resolution, as stated in Matthew 18:

Step 1
Privately explain the point of concern or offense to the person(s) directly involved,

Step 2

If there is not a resolution, two or three witnesses will be called to help bring about an honest and Biblical resolution,
Step 3

If there is not a resolution, the church board will be called upon to help to seek reconciliation.  If the problem is not resolved even after these steps have been thoroughly and prayerfully completed, the unrepentant party will be temporarily excused from the church membership roll until repentance occurs.

What is the foundation of this church?

The four-fold purpose and philosophy of ministry at Shimonoseki Christ Bible Church is built upon a solid foundation. This foundation is God’s Word. (Acts 2:41,42; Matthew 16:16,18; Matthew 28:18-20; Acts 1:8)
What is the end-goal of this church?

But the hour is coming, and now is, when the true worshipers will worship the Father in spirit and truth; for the Father is seeking such to worship Him. --John 4:23

We base our faith on the foundation of the Word of God.  The Word of God is both an expression of God’s Will and also His Power to change lives.  As each believer gathers together for our worship time, we can grow in our knowledge and experience of God’s Love, Compassion, Guidance, and Peace.  We desire that each believer live a Spirit-filled life and that each believer experiences joy in his or her relationship to the Lord as true worshippers of the True God.

And over all these virtues put on love, which binds them all together in perfect unity. Let the peace of Christ rule in your hearts, since as members of one body you were called to peace. And be thankful. Let the word of Christ dwell in you richly as you teach and admonish one another with all wisdom, and as you sing psalms, hymns and spiritual songs with gratitude in your hearts to God.  And whatever you do, whether in word or deed, do it all in the name of the Lord Jesus, giving thanks to God the Father through him.  (Colossians 3:14-17)

Our expressed love for each other testifies to Christ’s love for the world.

· John 15:17  
This is my command: Love each other.
· John 13:34-35
 A new command I give you: Love one another. As I have loved you, so you must love one another.  By this all men will know that you are my disciples, if you love one another.
How does this church seek to grow God-worshippers?

· We endeavor to reach out to and evangelize the lost, showing them God’s love and concern for their well being and lost soul. It is our purpose that each individual becomes familiar with the Gospel of Christ and is able to study Christ’s Salvation through Scripture.
· When an unbeliever accepts Christ as his Lord and Savior, experiencing the New Birth, we will continue to nurture this person with instruction in personal and corporate worship, devotions and Bible Study.
· As the new believer grows in his/her relationship to Christ and the Local Body (Shimonoseki Christ Bible Church) we seek to develop the spiritual gifting for worship and service to Christ through the local church
· As the believer matures and gives evidence of the fruits of the Spirit in his walk, we seek to join hands in reaching out to the immediate area of Shimonoseki and unto the farthest parts of the earth.
The Bible clearly states, “Faith comes by hearing, and hearing by the Word of God” (Romans 10:17). Again, in 2 Timothy 2:15 we are instructed to “study to show ourselves approved unto God, a workman that need not to be ashamed rightly dividing the Word of God.” For these reasons, we place a strong emphasis on the teaching of the Bible as the Inerrant, Complete Word of God.  We believe that members will grow in their faith and convictions, desiring to live a life pleasing to God.   Each of the following ministries focus on developing faith through the study and application of the Word of God:

· Corporate Worship Service: The weekly corporate worship service is expected to be a priority in the member’s life. (John 4:23-24, Hebrews 10:24-25, Psalms 122:1)

· Bible Studies, Training Sessions: In addition to the weekly corporate worship service, we believe that for every believer study of the Word of God is essential.  We offer opportunities to gather together and study the Word of God, seeking direction on how to implement God’s Word in our daily lives. (II Timothy 3:15-17)

· Cell Group Ministry: Cell groups are held every week at which we gather together in small numbers, singing praises, studying God’s Word, and praying together.  This is a “homey” atmosphere where each member of the Body of Christ can actively participate in God’s Love. (Col. 3:14-17)
What is the history of Shimonoseki Christ Bible Church?

Spring 1987


Tony & Marcia Haug contact PIONEERS with the interest of ministry in Shimonoseki City, Japan.
Summer 1987


PIONEERS sends Dr. Lee Bruckner to Yamaguchi City, to discuss the Haug's sponsorship with Pastor Kobayashi. Pioneers targets Southwestern Japan, and appoints Tony & Marcia Haug as missionary appointees to Japan.
Fall 1988



Tony & Marcia Haug along with their six-week old daughter arrived in Yamaguchi City.
March 13, 1989
Tony & Marcia relocate to Shimonoseki City.
May 7, 1989


Shimonoseki Bible Center holds first service.
April 15, 1990 
First baptism service is held by Shimonoseki Christ Bible Church.
Summer 1991

Dawn Peterson joins Haug's for five weeks of teaching English.  Drs. Lee & Lila Bruckner spend the summer teaching English and surveying the work.
Fall 1991


Mark & Pam Nester join the Haugs for a year teaching English.
August 1992


Greg & Brenda Fletcher arrive for a short term teaching English in Shimonoseki.  Otto & Joahna Koning are appointed to the missionary team.
Spring 1993


Greg & Brenda Fletcher target Kitakyushu as future location.
Fall 1993 


Todd Denniger arrives for a year of teaching English.
Summer 1994 


The Nesters return to teach an English course in Shimonoseki for the summer.
Summer 1994

Shimonoseki Christ Bible Church dedicates its church building.
July 26, 1994

Greg & Brenda arrive in Kitakyushu.
January 16, 1996
Konings arrive in Japan.
Summer 1998


PIONEERS’ first Japan Edge team conducts summer English classes.  Church members, Brian Broaddus and Yoko Kanaoka, attend PIONEERS candidate orientation.  Summer worker, Heather Minks, continues teaching English classes until the winter.

Spring 1999


After becoming a full-time PIONEERS missionaries and life partners, Brian and Yoko expand the summer classes into a full-time English language class outreach program known as "Living Words". 

Spring 2000


The church officers and Evangelist Masao Tanaka pray for a revival in Shimonoseki; Tony Haug envisions a pamphlet/tract project to introduce Christ and the church to each of the 100,000 homes in Shimonoseki.  Konings leave Shimonoseki to prepare for work in Central Asia.

Summer 2000


Shimonoseki Christ Bible Church with PIONEERS Summer Edge Team begins to prayerfully distribute a pamphlet-tract inviting people to the church.

Winter 2000



Pamphlet distribution is finished; prayer begins about starting another Bible center, a future church location.
Spring 2001


The Broaddus’ start welcoming English students, neighbors, and friends for a monthly meal and a bilingual home meeting called International Chapel.
Summer 2001


Hikoshima Bible Center opened.  PIONEERS Edge team conducts summer classes and passes out pamphlets throughout Hikoshima.

Fall 2001


Services at Hikoshima Bible Center begin.  Dick and Marj Steinke arrive and begin teaching English in Hikoshima and assuming Brian's classes in Kawanaka.

Fall 2002



The Broaddus family returns from furlough to reassume the English classes after the sudden return of the Steinkes.  Marianne Hines and Debbie Nagasawa soon arrive as short-term English teaching missionaries and the Broaddus family leaves for a year of language school.

Fall 2003


The Shimonoseki Christian Center is opened including a new Christian bookstore for Yamaguchi Prefecture.

Spring 2004



Marianne Hines returns home early and Jennifer Thomson, a veteran PIONEERS missionary, arrives assuming her English classes.

Summer 2004

International Café bilingual Saturday night seeker service is begun as an outreach ministry of the church led by the short-term English-teaching missionaries.

Fall 2004


Lena Austin replaces Debbie Nagasawa as an English teacher.

Spring 2005


Debbie Nagasawa returns to study Japanese and help with English class Bible times and youth ministry.

Summer 2005

Edge team breaks ground on an outreach to university campuses.

Fall 2005


Takayuki Asada returns with his new bride, Aki Asada, to Shimonoseki after six years of study in the U.S. as the church’s pastoral intern and assumes leadership of the English ministry.

Summer 2006

Reemphasis begins on prayer with prayer guide for the city, early morning and evening prayer meetings, and as the priority of all aspects of each church ministry.

Fall 2006


David and Marcy Crane arrive replacing Jennifer Thomson as a full-time English teacher.  In December, Jenn Rossiter arrives replacing Lena Austin, who extends her stay till April 2007 to help with Jenn Rossiter’s training.

Winter 2007


Liberty Bible School, a non-accredited seminary course for training church leaders, begins with twenty students.

Spring 2007
A 400 hundred person evangelistic event was held with Nippon Ham Fighters team manager, Trey Hillman, as the speaker.
Summer 2008
Weekly evangelistic radio program begins; Edge team conducts campus ministry, summer English classes, prayer-walking, passes out pamphlets, and develops church website.

JOB DESCRIPTION
TITLE:


Conversational English-teaching Missionary

RESPONSIBLE TO:
English Ministries Administrator and SCBC leadership
RESPONSIBLE FOR:
teaching conversational English and God's Word to Shimonoseki Christ Bible Church's English students and sharing Christ through friendship evangelism outside of classes
REQUIREMENTS:
A follower of Jesus Christ approved and sent out by their local church with a gift of teaching and some training or experience in teaching ESL, EFL, or ESOL. 
RESPONSIBILITIES:

· To nurture and maintain one’s walk with Christ and be a diligent student of the Word.
· To pray regularly for the English students, English ministries administrator, and the church leadership and to begin each class with prayer.
· To prepare interactive conversational English lessons based on student levels, needs, and interests and the course textbook.
· To prepare fifteen minute gospel-centered Bible lessons or personal testimony for adult classes (a Japanese speaking Christian will assist you with beginner level adult classes).
· To demonstrate a caring, professional attitude through hospitable gestures to both parents and students including the preparation of a waiting room for parents and small children and warm greetings upon arrival and departure.
· To maintain records of student payments and place textbook orders.
· To carry and give information concerning English classes and invite people to get involved in the church with a special emphasis on their coming to a Sunday service.
· To submit important information, documents, a copy of student payment records, and student payments to the appropriate person-- the administrator or the accountant.
· To weekly organize, clean, and maintain the classrooms, teacher’s dorm, teaching materials and the English reader bookshelves.
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