
 

Job Description 

 

Job Title:  PR Coordinator 

Department:  PR 

Reporting to:  Director of PR & Communications 

 

The Brand 

 

Founded in 1985, Matches is a multichannel online luxury business. Headquartered in 

London, Matches continues to create new opportunities for growth and development.  

At Matches 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 Matches apart from all others. 

 

Key Objectives 

 

The PR Coordinator will be responsible for coordinating activities (operations and 

planning) on behalf of the departmental director, providing assistance to the senior PR 

managers on all international PR activities, and all other general coordination within the 

department. 

 

Main Duties & Responsibilities 

 

The role is a multi-faceted one, spanning several different aspects of the department. 

 

Assisting the director of PR & communication: 

 

 Taking part in weekly meetings to discuss all upcoming projects, events and 

meetings that will require administrative support 

 Manage the daily and weekly schedules of the director, ensuring all new/altered 

arrangements are brought to their attention 

 Acting as a first point of contact for the director, taking accurate messages, 

prioritising them and bringing them to their attention at the appropriate time 

 Manage director’s travel arrangements and proactively coordinate the pre-

planning of trips with various internal functions; including arranging appropriate 

travel, visas, comprehensive agendas with full contact details and other 

necessary preparations 

 Keeping calendars and diaries up-to-date with all forthcoming events, holidays 

and important dates in the fashion calendar 

 Ensuring holiday request forms are filled out correctly, recorded in the calendar 

and forwarded to HR 

 Ensuring all staff uniform is recorded, processed and filed correctly 

 Providing all other administrative support, to include creation of event timelines, 

budgets, travel and meeting schedules 

 Ad hoc assistance to director and other senior personnel; including journalists, 

designers etc 

 Understand organisational policies and procedures necessary to ensure 

appropriate decision-making protocols are followed 

 Handle confidential information in a professional and discreet manner 

 Ensure that various administrative tasks are done in an effective and efficient 

manner to include: copying, reviewing outside mail, drafting correspondence, 

screening phone calls when requested and maintaining executive files as needed 



 

 Process and maintain expenses for director  

 Any other ad hoc duties as and when required 

 

Assisting the senior PR manager, international: 

 

 Working with the senior PR manager on all international PR activities 

 Liaising with external PR agencies on all issues regarding work-in-progress and 

forthcoming activities 

 Dealing with press requests from journalists working at international publications 

 Overseeing the sending out and timely return of stock to our Australian PR agency 

 Recording all international coverage received in print and online 

 Sending out monthly international coverage update e-mails 

 Any other administrative duties as requested 

 

General PR Coordination: 

 

 Sending out daily/weekly press coverage updates 

 Coordinating the compilation of monthly reports, including year-on-year and 

competitor analyses for the director and CEOs 

 Taking part in the house-rota to ensure that Matches No.23 is maintained 

appropriately, including the timely reporting of any issues to head office/external 

cleaning company 

 General office management as and when required 

 Providing assistance to other members of the press/events teams as and when 

required 

 

Skills & Requirements 

 

The ideal candidate will be a highly efficient, organised and proactive individual, with 

exceptional written, verbal and interpersonal communication skills, and the ability to 

prioritise, working as directed and under their own initiative. 

 

 Relevant experience within the fashion industry 

 Experience in an assistant’s role, providing support to director-level personnel 

 Excellent written and verbal communication and interpersonal skills, including the 

ability to communicate with all levels of employees and outside contacts 

 Articulate, well-polished and presentable 

 Demonstrable experience providing administrative support to a busy team in a 

fast-paced working environment 

 Highly proficient in the following software programs – Microsoft Word, Excel, 

PowerPoint, Photoshop 

 Ability to stay focused and efficient when managing multiple priorities 

 Proven ability to work independently and achieve set KPIs 

 Mature but energetic with a can-do attitude essential 

 Proven ability to work effectively within a team, across departments and with 

external parties 

 Basic French speaking skills would be advantageous although not essential 

 

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.  

 

 

 


