
 
 

Founded in 1865, the Tanglin Club is Singapore’s leading private members’ club with members from 
more than 60 countries. The Club offers a diverse range of social and sporting amenities in the 
exclusive Claymore district, along with reciprocal partnerships with over 130 outstanding private 
members’ clubs throughout the world. The Club is also listed in the Top 100 of the Platinum City 
Clubs of the World 2020-21, which represents the finest clubs in the world that demonstrate 
excellence in all aspects of their operations. We are now looking for an individual to be part of our 
Team: 
 

Admin Executive/Secretary 
 

Job Responsibilities include, but are not limited to the following: 

 Report directly to the Membership & Legal Director 

 Provide secretarial support to the Membership & Legal Director by ensuring that all tasks 
are completed according to established policies and procedures in an efficient, timely and 
accurate manner 

 Draft meeting minutes and provide timely updates on the actionable items assigned to each 

person 

 Manage calendar and appointment schedules, including meeting co-ordination 

 Performs a wide range of administrative tasks daily which includes but is not limited to: 

managing active calendars, handling of reports, following up on work tasks and email 

correspondence, scanning documents and mailing letters or packages. 

 Manage and purchase office supplies 

 Other ad hoc general administration jobs as may be delegated 

 Excellent communication, speaking and writing skills in English 

 
Required Qualifications & Experience: 

 Minimum of 2-3 years of relevant working experience in similar capacity 

 Prior experience in drafting meeting minutes and assistance in drafting monthly agendas is 
preferred 

 Excellent communication, speaking and writing skills in English, and preferably Mandarin or 
a second language 

 Meticulous with strong initiative as well as the ability to multi-task, organise and prioritise 
work with minimum supervision to meet tight deadlines 

 Strong work ethic, honest, have integrity, responsible and dependable 

 Growth mindset and willing to learn 

 Proficient in MS Office 

 Able to work independently 

 Able to attend to meetings in the evenings and occasional weekends, whenever necessary 
 

Interested applicants, kindly submit a comprehensive resume with your expected salary to: 
Human Resource Department 

Tanglin Club 
5 Stevens Road 

Singapore 257814 
MBrecruit@tanglin-club.org.sg 


