
 
Job title : Samples Assistant  

Location: UK & EU Head Office, London, SW10 Full time : Monday to Friday  9:30am – 5:30pm 

Package : Competitive salary plus bonus plan per quarter; Optional private medical 
insurance (employee-paid); Company funded healthcare cash plan; Pension scheme with a 
4% employer contribution; 20 days holiday, plus birthday, sick leave and UK bank holidays  

 
Samuel and Sons are seeking a  Samples Assistant to join its dynamic UK and EU Head Office in 

London.  The role will focus on client correspondence, sample order fulfilment  and daily 
shipments plus  sample room replenishment, inventory, housekeeping and administration . 

 
Samuel and Sons opened its UK flagship showroom in March 2013 having built a reputation in the 

USA as the leader in luxury trimming.  As a family business we pride ourselves on our innovative 
designs and products as well as our customer service, commitment  to after sales and our work 

ethics.  We are looking for a new member of staff to join the Samuel and Sons family who is 
personable and methodical with fantastic communication and organisational skills.  The right 

candidate will be a great team player and have a willingness to complete any task given to them.  
 

Previous experience in a multi -tasking environment is required.  The successful candidate would 
be enthusiastic with a can -do attitude and a “hands on” approach.  They will have impeccable 

attention to detail and be highly organised with the ability to wor k under pressure in this busy 

role. 
 

Key Responsibilities:  
 

• Providing outstanding customer service to our clients  via email and telephone 

• Fulfil all sample requests daily  
• Fulfil all weekly replenishments  

• Maintaining and replenish the sampling department with new collection samples, regular 
inventory checks as well as regular housekeeping and organising of the department  

• Supports the UK client services department, sales teams  and showroom with day-to-day 

sampling  jobs 
• Liaising with our showroom and/or USA distribution sites regarding sampling queries  

• Using our internal systems efficiently as well as Microsoft Office  
• Works alongside the Client Services team to support goods in, deliveries and daily 

consolidation shipments  
 
 

To apply for the vacancy please contact Emily Peacock -Newton via email 
(emily@samuelandsons.co.uk )  with CV’s and Cover Letter.  

mailto:emily@samuelandsons.co.uk

