
 

RECRUITMENT CO-ORDINATOR, CLAPHAM COMMON 

Department – HR 

Reporting to the Head of HR 

 

 

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 key objective of this role is to provide an end to end recruitment service within 

MATCHESFASHION.COM. You will be fully responsible for updating/creating adverts, sourcing 

potential candidates, scheduling interviews and successfully filling internal roles in agreed time 

scales. 

 

THE RESPONSIBILITIES 

 

 MANAGING the recruitment process across the entire business, supporting all Hiring 

Managers with the recruitment and selection process 
 

 OVERSEE the approvals process for all vacancies and making sure correct authorisation is in 

place 
 

 WRITE/review and post adverts on MATCHESFASHION.COM careers page and any other 

appropriate job boards  
 

 Managing all ADVERTS on LinkedIn and improving upon recruitment through the use of 

social media   
 

 Proactively HEADHUNT talent into the business and pre-empt/map future vacancies  
 

 MANAGING the daily upkeep of the recruitment inbox and responding to/organising all 

applications 
 

 SCREEN applicant’s CVs for suitability prior to forwarding to Hiring Managers, identifying 

skills that match appropriately with our vacancies 
 

 ARRANGE interviews and collate feedback from Hiring Managers and ensure that feedback 

is provided to all candidates 
 

 PROACTIVELY manage the implementation of the new Applicant Tracking System building 

an internal talent pool/database of relevant candidates 
 

 LIAISING on a regular basis with all Hiring Managers and continue building strong 

relationships with external recruitment agencies to ensure the hiring process is adhered to in a 

timely manor  
 

 REGULAR store visits to keep on top of recruitment needs and training 
 

 PLAN and take ownership of the seasonal Recruitment Open Day at Welbeck St.  
 



 

 Plan and PROJECT future changes and improvements to the Recruitment process 
 

 OVERSEE internship programme throughout the company (looked after by the HR 

Administrator)  
 

 ANY OTHER duties as reasonably requested 

 

ABOUT YOU 

 

Essential Skills and Experience 

 1-2 years of relevant Recruitment experience, preferably from an E-Commerce and Retail 

background 

 Adaptability and flexibility allowing for effective multi-tasking 

 Sense of humour and ability to use candour; ability to easily engage all levels of staff 

 Good judgment and decision-making skills 

 Good analytical and organisational skills 

 Proven experience of recruiting through social media platforms such as LinkedIn 

 Ability to work cooperatively with other team members 

 Ability to manage and maintain the recruitment process through hiring managers 

Desired Skills & Experience 

 Educated to degree standard, preferably HR relevant subject 

 Previous experience in a fast paced entrepreneurial retail company 

 Exposure to implementation of new systems and processes 

 Strong interest in fashion 

 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. 


