
JOB SPECIFICATION 

Position: Military and Special Project Assistant 
Company: Bremont Watch Company  
Location: 
Report: 

Henley on Thames, Oxfordshire, U.K.  
Head of Multi-Channel Sales 

  
  
COMPANY OVERVIEW 

Bremont is a leading luxury British watch company producing beautifully engineered 
mechanical watches at their state of the art Manufacturing and Technology Center 
“The Wing” in  Henley on Thames, England  
 
Founded 2002, when Nick and Giles English, Co-Founders, embarked on a journey to 
make beautifully crafted pilot’s watches of exceptional quality. Driven by the desire to 
play their part in reviving the British watch industry and build a globally recognized 
luxury brand.  
 
Bremont is global business operating its own boutiques and a wholesale network 
across the world with its own manufacturing center based in the UK. As we grow the 
business we look to invest in the right talent to enable us to achieve our goals. 
 
 
CONTEXT AND PURPOSE OF THE ROLE 

To support and facilitate the administration process of Military and Special Projects sales. 

 
KEY RESPONSIBILITIES  

- Manage the SagePay system by monitoring for final payments. Correctly allocate 
payments received and initiate dispatch process. 

- Generate dispatch paperwork, request and compare against final invoice. 
- Manage the packing and shipping of all Military and Special Projects watches and 

accessories accurately, focusing on presentation and detail. 
- Update internal files (Priority) following dispatch with relevant tracking 

information. 
- Generate confirmation email to clients following shipment. 
- Follow up with client post-dispatch. 
- Process orders over the telephone and email 
- Generate invoices for payment 
- Process telephone payments using SagePay system 
- Email payment confirmation  
- Answer email enquiries regarding first contact, watch information, order updates, 

product/technical queries 
- Assist with shipping queries once packages have been dispatched 
- Prepare returns labels and complete exchanges 
- Manage the Special Projects inbox  
- Manage the Henley Royal Regatta, Alt1tude and AMOC orders and approvals 
- Be the main point of contact between Military and Logistics 



- Fully learn and occasionally do Military and SP picking and dispatching of 
watches. 

KEY SKILLS & EXPERIENCE 

The successful candidates will be/have:  
 

- Preferably previous working experience involving dispatching, manufacturing, 
production and planning on a medium to large scale. 

- Careful attention to detail strong organisational skills  

- Advance level of Sage 200, excel spread sheet and CRM,  

- Pro-active, self-confident and intelligent 

- Experience with ERP system would be welcome 

- Able to communicate well, both orally and in writing, adapting to a wide range of 

people 

- High standard of written English and excellent grammar 

- Ability to analyse information and prepare reports 

- A hardworking and reliable attitude, able to work autonomously but collaboratively 

- Highly organised, independent worker 

- Able to work on own initiative and to tight deadlines 

- Self-motivated and sets high standards and constantly prioritises 

- Able to remain calm and focussed under pressure 

- Willing to adept and take on new challenges and driven to continually improve 

- Strong ability with Microsoft Excel and Word 

 
 

 


