
 

 

Job Description 

 

Job Title:  Buying Assistant 

Department:   Buying 

Reporting to:   Buyer per location 

 

The Brand 

Founded in 1985, MATCHESFASHION.com is a multichannel online luxury business. 

Headquartered in London, MATCHESFASHION.com continues to create new opportunities 

for growth and development.  

At MATCHESFASHION.com we firmly believe that our customer is at the centre of 

everything we do and insist that each and every customer has a luxury experience from 

the first moment of contact right through to the after sales experience and support.  

Every staff member, regardless of their role within the business, must always have the 

customer at the forefront of their thoughts and all actions must contribute to providing 

luxury experience of the highest standard which sets MATCHESFASHION.com apart from 

all others. 

Key objective: 

To be the first point of contact for all suppliers and provide full administrative support to 

the Buying team. 

Main Duties & Responsibilities  

 

 Arranging all buying appointments; organize and book travel and accommodation 

arrangements for all buyers along with requesting show tickets.  

 Running all department reports including weekly company collection and sell-

through reports.  

 Assist and aid buyers in preparation for meetings.  

 Update and maintain department spread sheets.  

 Assisting team with press day (managing sample log) 

 Building and maintaining strong relations with suppliers.  

 Working with Assistant Buyer and merchandising team to ensure a timely 

management of all orders and deliveries. 

 Booking in and authorising release of deliveries. 

 Liaising with Merchandising Administrator regarding the raising of orders. 

 Organising and administering stock swaps in season. 

 Competitor shop to maintain up to date file on price comparisons and trends.  

 Working with Assistant Buyer and Junior Buyer to develop staff training manuals. 

 Managing store staff training schedule. 



 

 Reviewing online product descriptions and styling checks in season. 

 Management of Interns with Assistant Buyer. 

 Updating weekly itinerary. 

 Undertake general administrative duties, including filing, photocopying, faxing, 

email correspondence, and answering phones.  

 Any other ad hoc duties as requested.  

 

Essential Skills & Experience  

 

 Educated to degree level  

 Previous experience within a retail environment is essential  

 Competent in MS Word, Excel and Outlook  

 Demonstrate effective interpersonal and communication skills to all levels  

 Ability to work as a part of a team and on own initiative  

 Demonstrate technical knowledge of fabrics and garments construction  

 Awareness of market and fashion trends  

 All applicants must hold the right to work in the UK  

 

If you are energetic, hardworking and thrive in a collaborative and fast paced 

environment then please apply with a CV, and covering letter stating your salary details 

and notice period.  

 

 


