
 

Job Description 

 

Job Title:  Customer Service Co-ordinator  

Department:  Customer Service Department – DC Based 

Reporting to:  Customer Service Manager  

 

 

The Brand 

 

Founded in 1985,  MATCHESFASHION.COM is a multichannel online luxury 

business. Headquartered in London, Matches 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 

 

The Customer Service Co-ordinator will act as the liaison between EShop 

Customer Care Team, Stores and the Warehouse.  

 

Reporting directly to the Customer Service Manager, you will provide a positive 

and professional image at all times, assisting customers promptly and efficiently  

 

Main Duties & Responsibilities 

 

 To have an understanding of customer service, be passionate and take 

ownership and care of all stock and orders. 

 In conjunction with My Stylist team and Buying team, manage all faulty goods 

returns from clients; arranging return to suppliers, spares, alterations or 

repairs as appropriate. 

 Perform quality control checks on all issue stock, flagged through various 

channels and take appropriate action  

 Maintain Faulty Tracker and cases via Sales Force  

 To manage all customer queries and complaints (which have been forwarded 

from the stores or directors or through website;) ensuring the highest level of 

luxury customer service is given at all times. 

 To act as first point of contact for the customer and resolve any problem or 

concerns with the  Goods In and shipping of supplies from the Warehouse 

 To ensure that customers are highly regarded and receive exceptional service 

during the shipping and receiving of items to and from the Warehouse 

 To manage faulty returns to suppliers 

 Any other duties as reasonably requested 



 

  

 
Essential Skills & Requirements 
 

 Demonstrated ability to work effectively as part of a team and 

autonomously 

 Take initiative when problems arise 

 Excellent attention to detail and organisational skills 

 Good interpersonal and communication skills 

 Ability to display professional demeanour at all times 

 Ability to work flexibly and effectively under pressure 

 Good computer skills (Excel, Word) 

 High regard for luxury fashion and ability to handle and pack with care and 

neatness 

 Fluency in English 
 

 


