
 

 

 

BUYING ASSISTANT, LONDON 

Department – Buying 

Reporting to the Buyer 

 

THE BRAND 

MATCHESFASHION.COM is the global luxury-shopping destination for men and women, bringing 

together a modern edit of over 400 established and emerging designers. Experience 

MATCHESFASHION.COM online, in its London stores and at No.23, our private-shopping 

townhouse. With over 25 years in luxury fashion, we deliver to over 190 countries and offer 24/7 

advice through MyStylist, our dedicated fashion-concierge team. 

THE ROLE 

 

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

team. 

  

 

THE 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.  

 

 

ABOUT YOU 

 

 Educated to degree level  

 Previous experience within a retail environment  desirable 

 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  

 

 

From the moment you join our team we aspire to make your employment experience an 

engaging and memorable one. 

 

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. 


