
St. James’ Preschool Services (Anglican) Ltd. 
 
 
Digital Media (Executive / Assistant Manager) 
 
Job type: Full-time (Monday – Fridays, 8 work hours)  
 
Job Description  
 
We are looking for a qualified Digital Media Executive or Assistant Manager to join our 
team. You will lead our marketing efforts using new media and digital tools. If you know 
how to creatively handle various online marketing tools, like websites, Facebook, 
Instagram and other platforms, this position is for you. You will work with different 
teams to coordinate our marketing, advertising and promotional activities. Ultimately, 
you should be able to promote our company and increase client engagement. 
 

 Design digital media campaigns aligned with organisation's goals 
 Coordinate the creation of digital content (e.g. website, Facebook, press releases 

and eDM) 
 Manage end-to-end digital projects 
 Establish our web presence to boost brand awareness 
 Maintain a strong online voice through social media 
 Liaise with Management teams to ensure brand consistency 
 Suggest and implement direct marketing methods to increase profitability 
 Monitor ROI and KPIs 
 Stay up-to-date with digital media developments 

Job Requirements 
 

 Preferably with proven work experience 
 Solid knowledge of Photoshop, Illustrator or other media editing software 
 Experience with visual communication principles 
 Familiar with web design and content management systems 
 Able to multitask and perform under tight deadlines 
 Strong verbal and written communication skills 
 Preferably Diploma or Degree in Marketing, Mass Communication or relevant 

field 
 Additional qualification in web design or animation is a plus 
 Passion for designing and creating   

Job Benefits 
 

 40 hours work week 
 Leave, medical, dental, insurance coverage and training benefits 
 Full/partial fees subsidy for employee’s child enrolled in The Kindergarten 
 Attractive remuneration and benefits package 
 Opportunities for personal growth and career development 

 
  



St. James’ Preschool Services (Anglican) Ltd. 
 

 
Additional Information 
 

 Supportive working environment of friendly co-workers 
 Location: Gilstead campus (near Newton MRT) 

 
Salary 
 
From $2,200 depending on qualifications and experience.  
 
Interested applicants are to forward your CV to hr@sjck.org.sg. Thank you.  

mailto:hr@sjck.org.sg

