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JOB DESCRIPTION


JOB TITLE:  

E-commerce Co-ordinator 
REPORTS TO: 
Head Buyer 
Terms:

3 days per week, 0900hrs – 1730hrs  (22.5 hours)
MAIN PURPOSE: 

To achieve good communication between Buying and Ecommerce which will allow the flow of information and data, thereby supporting the day-to-day management of the website and on-line shop.  The overall aim is to improve on-line sales and to achieve on-line sales targets.

Works closely with:

All members of the buying team

The marketing team

MAIN RESPONSIBILITIES:
· Use shopify to oversee and manage the day-to-day operation of the on-line shop
· Keep the site up-to-date and maintained at all times.

· Review the site to implement improvements and features to improve the customer experience.

· Analyse the data, interpret it and provide information/reports to the Head Buyer

· Use SEO to maximise traffic to the site and ensure that this is maintained.
· Determine how products and content are displayed on-line so that they meet brand requirements.  Ensure that all information is accurate at all times.
· Create copy for product information
· Upload content on to the e-commerce website

· Communicate clearly and in a timely fashion with all internal and external stakeholders.

Undertake other tasks which are commensurate with and in the spirit of this job description.

Job Description issued to: _______________________ Department: ___________________

Signed: _____________________________________  Date: ________________________
PERSON SPECIFICATION – E-commerce Co-ordinator
	CRITERION


	ESSENTIAL
	DESIRABLE

	Experience


	· Experience of using an e-commerce CMS
· Experience of using and analysing Google Analytics


	· Shopify

	Skills/Knowledge


	· Clear, accurate and engaging copywriting skills.

· Analytical – can interpret data and present it clearly to others.

· Understands SEO and how to use it to achieve business goals.

· Excel – can create reports and is comfortable working with large product catalogues.

	

	Ability/aptitude


	· Accurate – has attention to detail

· Able to meet strict deadlines without compromising accuracy.

· Can use initiative to resolve problems
· Is a collaborative, supportive member of the team – has a “can do” approach.

· Has strong brand awareness and understands how it relates to this role.

	

	Special Requirements


	· Able to work additional hours as necessary.

· Attends meetings and training events which may be out of normal hours.
	



