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We are a bilingual school offering German-English and French-English education and are officially 
recognized by the Swiss Confederation. Our students, aged from two to twelve, come from a diverse 
range of countries and cultural backgrounds. Catering primarily to the needs of the expatriate families, 
SSiS is nestled within Singapore’s tropical landscape, away from busy roads, and provides a peaceful 
and inspiring learning environment. We are committed to delivering a high quality education that 
encourages our students to become independent, creative and confident learners. 

 

 
 

We are looking for: 
 

OFFICE EXECUTIVE 
 
Reception and Front desk Services 

• Manage the reception area and provide warm, prompt and professional assistance to parents, 
students, visitors, staff and service providers.  

• Manage the school’s main telephone line, general email enquiries and other front office 
communication channels. 

• Co-ordinating new parents’ orientation appointment with class teacher 

• Attend to students who are unwell and have sustained minor injuries and administer basic first aid 

• Sale of school uniform and merchandise 
 
General Administration 

• Prepare confirmation letter, student contract, billing of registration fee to new enrolment 

• Submit and manage student pass applications with ICA 

• Support School events, Open House, parent information sessions 
 
Requirements: 

• A degree or diploma in a related discipline. 

• A minimum of three years’ experience in a similar role; 

• The ability to work independently, and to also work in a team; 

• Excellent communication skills and the ability to communicate effectively in English; 

• Knowledge of German or French will be an added advantage 

Please submit your complete application, including your application letter, CV, relevant certificates, 
and a recent photo by e-mail to: Callie Wong callie.wong@swiss-school.edu.sg. More information: 
www.swiss-school.edu.sg. Only shortlisted candidates will be contacted by email. 
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