
 

 

ADMIN ASSISTANT, CLAPHAM COMMON 

Department – Merchandising 

Reporting to the Merchandiser  

 

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 

 

The objective of this role is to ensure the processing of all purchase orders and the resolution of any 

related supplier or internal queries. The recording of all orders raised or cancelled.   

 

THE RESPONSIBILITIES 

 

 CHECK all supplier order confirmation details received are correct, resolve any queries with 

the supplier, buying and finance in a timely fashion to adhere to any supplier deadlines 
 

 Work with FINANCE to setup any new brands as quickly as possible to ensure orders are 

accurately recorded within the merchandising system 
 

 PROGRESS chase buyers for mark ups, phase 2 of order process, to allow requisition orders 

to be progressed to purchase orders by deadlines 
 

 DOUBLE check the merchandising system to ensure that the automatic upload was successful 

and all relevant order information has passed to purchase orders accurately 
 

 ACCURATLY update the system hierarchy when required, adding categories and sizes as 

required 
 

 ENSURE suppliers receive Matches purchase orders as soon as orders are confirmed 
 

 LIAISING with DC goods in, suppliers, buyers and freight companies to resolve all delivery 

discrepancies relating to goods being delivered. I.E. damaged items, over deliveries or 

shortage of stock, etc 
 

 ADHERING to department KPI’s to respond to DC queries in a timely fashion and 

maintaining the issue tracker with progression and resolution of queries 
 

 ENSURE the Merchandising system is continuously up to date and accurate for current 

season, continuity and for all cancelled/void orders 
 

 MAINTAIN a full system, spreadsheet and paper audit trail to ensure future queries can be 

tracked. Working toward tagging all online documents to the merchandising system for 

relevant company visibility 
 

 LIAISING with the stores and the photo studio on any product issues regarding, coding and 

item information 
 

 LIAISING with Finance invoice matching teams on any queries and inaccuracies on cost, 

currency and terms 

 



 

 DAY to DAY running of the order process function 
 

 ASSIST in the production of Merchandising Department reports 
 

 ANY OTHER duties as reasonably requested 

 

 

ABOUT YOU 

 

 Proven proficiency in MS Excel 

 Excellent numerical and analytical skills 

 Commercial awareness with a keen interest in the fashion retail industry 

 Excellent communication and interpersonal skills, ability to effectively liaise with all levels of 

staff 

 Excellent organisational and prioritisation skills 

 Exceptional attention to detail and accuracy 

 

 

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. 


