
 
 

The Tanglin Club, Singapore’s leading private members’ club, invites applications 
from suitably qualified candidates for the post of: 

 

Store Assistant cum Purchaser 
 

Job Summary: 
Plans, organises, controls and upkeeps inventory items and provides a systematic inventory flow for cost effective 
maintenance of the inventory items. 
 
Key Responsibilities: 
Reporting to the Senior Purchasing Manager, the incumbent will provide support for the following: 
 

Store Operations 
1. Performs daily receiving and store duties such as the following: 

 Conducts physical stock count 

 Receives, records and releases items which require packing and unpacking in accordance to SOP 

 Proper storage of incoming and outgoing stock to or out of Store 

 Manages stocks and applies ‘first in, first out’ to ensure stocks are cleared in the right procedure 
2. Maintains accurate records of the storage and movement of stock, especially for the fast moving items. Works 

closely with F&B and Purchasing teams for preparation of items 
3. Sorts, labels and stores items in accordance with storage temperature requirements and departmental SOP for 

efficient maintenance and stock control 
4. Performs routine stock rotation of items 

5. Works with Purchasing and other departments for verifying of documentations 

6. Records details of incoming stock, stock discrepancies and maintains relevant documents    
7. Conducts physical operating stock and supplier inventory counts. Assists Finance team with the monthly stock 

take and resolves discrepancies with system recording 
8. Enforces workplace safety and maintains store cleanliness and tidiness 
9. Maintains proper filing records of all documents 
10. Compiles and prepares monthly store and purchasing related reports 
 
Purchasing 
1. Provides support to Purchasing team on sourcing, coordinating and following up with suppliers 
2. Checks supplier’s invoice item description against the purchase order description 
3. Seeks approval, liaises closely with relevant parties and documents all non-returned items 
4. Any other ad hoc duties assigned by superior 
 

Key Attributes:  

 Minimum N Level and above, preferably with Supply Chain background 

 At least 3 years of relevant working experience, preferably in the Hotel or Club industry 

 Equipped with Microsoft Office skills  

 Willing to work long hours 
 

Interested applicants, kindly submit a comprehensive resume with your expected salary to: 
financerecruit@tanglin-club.org.sg 


