
 

PRODUCTION ASSISTAT, CLAPHAM COMMON 

Department – Editorial 

Reporting to the Creative Production Manager 

 

 

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 Production Assistant will provide support to the Creative Production Manager by managing the 

Editorial Department’s schedule and workflow. This is an exciting opportunity for a talented 

organizer to join a busy team as part of the company’s in-house creative division. The person will 

oversee the regulated business requirements to ensure the team delivers to a daily schedule. The role 

will engage with all departments to ensure briefs are fulfilled, responsibilities assigned and problems 

resolved. 

 

 

THE RESPONSIBILITIES 

 

 Responsible for the smooth movement of workflow through the design and editorial team 

with respect to deadlines, quality and accuracy. This will mean providing support to the teams 

and liaising closely with the task owners and external suppliers.  

 

 You will hold ownership of trafficking workflow for weekly marketing emails, site 

promotions and seasonal updates across the business. 

 

 Responsible for managing and developing workflow processes for seasonal Lookbooks & 

Studios, working closely with the buying, merchandising and e-com teams to ensure relevant 

content is being promoted and regular updates are implemented.  

 

 You will need to confidently brief the design and editorial teams, produce realistic schedules, 

plus be capable of trafficking jobs from start to finish.  

 

 Responsible for keeping the project roadmap updated and noting any changes in status to the 

tech teams. 

 

 Support Production on Creative projects by means of planning, research, organizing costs and 

billing of the jobs for Creative Production Manager. 

 

 

 

 

 

 

 

 



 

ABOUT YOU 

 

 

 Strong organizational and communication skills are a must as is having a fantastic eye for 

detail and accuracy. 

 

 The ideal candidate will have knowledge of pre-press and print-related procedures and 

previous experience within a trafficker/coordinator role. 

 

 Understanding of the digital art-working process is required as well as having good judgment, 

a sense of initiative and a professional working manner. 

 

 The ideal candidate will demonstrate a high degree of pro-activity and resourcefulness and 

maintain a professional approach to all elements of the role. 

 

 You must be able to approach all problems and issues with a positive ‘can do’ attitude.  

 

 Excellent attendance and time management skills with the ability to multi-task 

 

 A great trouble-shooter - ability to think clearly and calmly when faced with issues or 

problems. 

 

 Diligent and self-motivated. 

 

 Proficient in Excel. 

 

 

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. 


