GEORGE SPENCER DESIGNS

JOB DESCRIPTION

Sample Department Coordinator (Part-Time)

Department: Sample Department
Contract Type: Part-Time, Permanent
Reporting To: Operations Manager
Location: Chelsea Harbour, London

About the Role

We are looking for an organised, proactive and creative individual to support the showroom in
the smooth running of our Sample Department. This varied role combines operational
coordination with showroom presentation and visual merchandising, giving the successful
candidate responsibility for helping manage our extensive sample library while playing a key role
in the launch and presentation of new collections. Working closely with colleagues across the
business, you will help ensure our showroom remains an inspiring environment for clients and
that our sample resources are managed efficiently and effectively.

Key Responsibilities

Sample Department Coordination

* Support the sales team in overseeing the smooth day-to-day running of the Sample
Department.

* Act as custodian of the sample library, ensuring collections are well organised, easy to access
and maintained to a high standard with the support of colleagues.

* Coordinate sample replenishment and stock levels, working closely with suppliers and
internal teams to ensure availability.

* Assist with the efficient preparation and dispatch of samples to clients and distributors.

* Help develop and maintain systems and processes that keep the department operating
efficiently.

Showroom Presentation & Product Launches

* Take ownership of showroom presentation, ensuring displays remain inspiring, current and
reflective of each brand.

* Lead the merchandising and installation of all new product launches, ensuring collections are
showcased to their full potential.
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* Work closely with the operations manager to plan and deliver successful seasonal updates
and product introductions.

* Identify opportunities to enhance the showroom environment and improve the customer
experience.

* Ensure displays are maintained to the highest standards and support the commercial
objectives of the business.

Skills & Experience

Essential
* Strong organisational skills with excellent attention to detail.

* A proactive and self-motivated approach, able to manage time effectively and work
independently.

* Confident communicator, comfortable liaising with suppliers and internal team members.

* A keen eye for visual presentation and an understanding of how displays can impact
customer experience.

* Reliable, punctual and committed to maintaining high standards throughout.

Desirable

* Previous experience in a showroom, sample room, retail, interiors or visual merchandising
environment.

* Familiarity with stock management systems or inventory tracking processes.

* An interest in interiors, design and textiles.

What We Offer

* A welcoming and collaborative team environment.
* The opportunity to make the role your own and have visible impact on the showroom.
* Flexible part-time hours to suit the right candidate.

* Support and guidance from an experienced team.

Please send a cover letter and your CV to jo@georgespencer.com

310-311 DESIGN CENTRE EAST, CHELSEA HARBOUR, LONDON SW10 OXF
t: +44 (0)20 7584 3003 e: gsd@georgespencer.com
GEORGE SPENCER DESIGNS LTD REG.NO. 2011589 ENGLAND VAT NO: GB 291 9075 75


mailto:jo@georgespencer.com

