





WE ARE HIRING

ADMIN EXECUTIVE

ENGLISH PRESBYTERY | FULL-TIME | SINGAPORE

About the Role

The Administrative Executive supports the Executive Secretary in ensuring smooth
day-to-day administration, communications, and execution of Presbytery programmes

and events.

Key Responsibilities

Provide secretarial support — manage
correspondence, calendars, meeting
agendas, minutes, and action items.
Maintain electronic and physical filing
systems, databases, and contact
directories.

Coordinate communications and
dissemination of circulars and newsletters
to churches and stakeholders.

Process payments, receipts, and
reimbursements; assist in budget tracking
and financial records.

Organise logistics for meetings, AGMs,
retreats, and events — including venue,
catering, and registrations.

Support Presbytery committees with
administrative needs, documentation,
and follow-up.

Manage and update the Presbytery’s
website (Wix platform), ensuring content
is current and user-friendly

What We're Looking For

Good written and spoken English;
Mandarin conversancy an advantage.
Proficient in Microsoft 365 (Word, Excel,
PowerPoint, Outlook, Teams) and cloud
tools (SharePoint, Zoom).

Organised, detail-oriented, and able to
manage multiple tasks and deadlines.
Basic accounting knowledge and
experience in event coordination.

Able to work independently and as part
of ateam.

Basic graphic design skills (e.g. Canva)
preferred.

Experience in website management (Wix
or similar platforms) an advantage

Interested applicants are invited to apply to
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English Presbytery Office
epoffice@presbysing.org.sg

Only shortlisted candidates will be notified



Each of you should give what you have decided in your heart to give, not reluctantly or

under compulsion, for God loves a cheerful giver. - 2 Corinthians 9:7

PLEDGE FORM

for the ORPC Building Alterations and Additions (A&A) Project Fund, launched in May 2024

What is a pledge?

A pledge is a confidential, written promise to give money (whether a one-off sum or installments over a
period of time) to the A&A project fund in the future. It is a commitment made in faith in accordance with the
resources that God has given us. A pledge is not a legally binding contract, and can be reviewed and changed

as circumstances evolve.
Why pledge?

Your pledge enables the A&A committee to plan its finances for the A&A project fund effectively, and to
determine the financial commitment we are able to undertake for the entire rebuilding works ahead of time.
We hope that through pledging, congregation members will build a culture of giving to the project based on

our pre-committed goals.

I/We pledge our support for the A&A Project Fund of Orchard Road Presbyterian Church (ORPC)

Name:

Telephone:

Email Address:

Congregation:

Member of Congregation: Yes|:| No|:|



I/We pledge to give the Church’s A&A Project Fund a one-off giving or by regular giving over a period of

time or a combination of the two.

Onthedate: ________
Pledge for regular giving: Amount:$_____ monthly/quarterly/half-yearly (circle one)
Startingthe _____ (day)of (month) ___ (year)for _____ months (maximum of 24

months from the commencement date of the fund-raising efforts in Aug 2024)

The A&A Fund Raising Committee will be approaching individuals or groups who are donating SGD$100,000

and above to discuss your contribution.
Please send in your pledge early so we can plan our finances more effectively. Thank you.

You will find below a QR code for donations to the AA Project, please input your unique pledge ref no
(which will be given in the pledge acknowledgement letter) in the reference field when you make your

transfer, in order to facilitate a seamless process for our finance operations staff.



Personal Data Protection —

By signing on this Form,

1. | consentto the collection, use and disclosure of my personal data by ORPC for purposes of my
participation in pledging of funds towards the Church Building Re-development Project. | acknowledge
that my personal data may be disclosed to third parties engaged in the organization and hosting of this
A&A Project.

2. ORPC will limit the personal data disclosed to the third parties to that which is necessary and will
remind the third parties not to process, use, disclose and retain your personal data beyond the purpose
for which it is required by the third party.

For Non-Members:
I/We confirm that this Pledge and Donation is our free-will offering and not solicited by Orchard Road
Presbyterian Church (ORPC)

Signed:

Date:

Thank you for your commitment to contributing to the A&A Project Fund.
Let’s build the Lord’s house, our legacy of faith together

Notes:

° This Form can be placed in the Sunday offering box; scanned and emailed to aafundraising@orpc.org.sg; or handed/mailed it to
the Church at “Orchard Road Presbyterian Church, No. 3 Orchard Road, Singapore 238825 for the Attention of the Fund
Raising Committee”

° This Pledge Form is for use only by members and regular worshippers at Orchard Road Presbyterian Church

° If you need any help completing this Form, please contact any of the Church Leaders
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