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KYB Area Team Chairman 

Job Description 

 

As Chairman your overarching role is promoting and demonstrating the aims, ethos and ministry 

of Know Your Bible. You must bring strong spiritual leadership to the Area Team, fostering a 

team spirit while encouraging team members to develop their gifts, with tact and efficiency.  

Good rapport is especially needed with the Secretary with whom you will work closely. It is your 

role as Chairman to prayerfully steer and guide the Team under the direction of the Holy Spirit. 

 

1. You will preside at team meetings and be responsible for conveying the decisions of the 

National Leadership Team to the members and informing them of International, National 

and Regional events. 

 

Before each meeting 

1. Discuss and draw up an agenda with the Secretary and notify any members expected to 

contribute.  Good preparation and a timed agenda can save a lot of time. 

 

2. Contact the Regional Team (where applicable) and/or the National Leadership Team for 

news and prayer items to widen vision and foster involvement locally, nationally and 

internationally.  Give items for prayer/praise to National Prayer Co-ordinator for inclusion 

in the twice-yearly National Prayer Diary.   Ensure distribution and encourage use of the 

diary.   

 

At the meeting  

1. Ensure that prayer and a brief devotion precedes business matters, led either by yourself 

or another member of the team, asked in good time beforehand.  This establishes God and 

His Word in the meeting and unites and focuses the team, often illuminating the business 

in hand.  It is often helpful to stop for prayer during the meeting especially if a particular 

item is proving difficult to decide upon.  However, remember a team meeting is not a 

prayer meeting and it is important to cover the business on the agenda.  

 

2. Ensure all meetings are minuted and all decisions agreed for the minutes.  The Minutes of 

the previous meeting should be agreed and signed before proceeding with any new 

business. 

 

3. Build up a sense of togetherness – a good team spirit.  Don’t talk too much but encourage 

each team member to contribute to discussions.  Your team members will be busy people 

so keep to the times stated on the agenda, starting and finishing on time. 

 

4. Engender a business-like but happy atmosphere, encouraging new ideas. Think bigger, 

reaching out with new ventures which will achieve the aims of KYB. 

 



KYB Area Team Handbook  Updated February 2021 

5. Ensure financial matters are included in all business meetings.  Team members should 

submit receipts for all expenses to the Team Treasurer for reimbursement. 

 

6. Although you will have a person on your team responsible for all publicity, as Chairman 

ensure that the KYB logo appears on all publicity and communications.  Know Your Bible 

headed notepaper and compliments slips should be used for all correspondence.  

At events: 

1. Oversee the smooth running of the event.  It is the usual practice for you as Chairman, to 

be the front-person, leading the event.  Ensure a guest Speaker is cared for, either by 

yourself or by a nominated person. Think wider than the team to cover all the jobs that 

need doing. Pray with the Speaker and the team before the start of the event. Encourage 

and support everyone in fulfilling their individual roles.  If possible, organise a Prayer 

Ministry Team to be available at the event.  

  

2. Ensure that Know Your Bible studies are promoted at all events and that the whole 

ministry is clearly conveyed. 

 

3. Remember this encouraging quote from Tozer – “A true and safe leader is likely to be one 

who has no desire to lead but is forced into a position of leadership by the upward 

pressure of the Holy Spirit and the press of the external situation.  To become a good 

leader needs practice!  It doesn’t just happen.” 

 

4. Team Chairmanship is a privilege and a responsibility.  Soak it in prayer.  With an 

enthusiastic leader much can be accomplished under God’s leading. 

 

 


