
JOB OPENING 
Production Coordinator

POSITION SUMMARY

We are seeking a qualified Production Coordinator in our Portland, Oregon, office.  The 

Production Coordinator’s primary functions are organizing Brooklyn Tweed’s monthly 

yarn production schedule, maintaining accurate production data, and monitoring yarn 

inventory levels.  The Production Coordinator reports to the Operations Manager and 

assists in implementing company production goals throughout the year.

This is a full-time salaried position with benefits.  The Production Coordinator will work 

Monday through Friday from Brooklyn Tweed’s headquarters in Northeast Portland, 

Oregon. We are seeking applicants with a high level of organizational skills, a positive, 

enthusiastic attitude, and the ability to work well in a collaborative team environment.  

Candidates for this position must be comfortable working with numbers and managing 

data on a daily basis.

The pages that follow include a detailed description of the essential job responsibilities 

and requirements for this position.

HOW TO APPLY

Email the following materials to jobs@brooklyntweed.com:

1. Resume and cover letter (PDF Format)

2. A list of three (3) professional references, including current contact information

3. Completed application form (PDF format) — see page 4

Applicants who are being seriously considered for the position will be contacted by phone or email regarding 

an in-person interview.

Brooklyn Tweed is committed to creating a diverse environment and is proud to be an equal opportunity employer. All qualified applicants will receive 
consideration for employment without regard to race, color, national origin, sex/gender, religion/creed, pregnancy, age, genetics, physical or mental 
disability, marital status, military or Veterans status, sexual orientation or any other characteristic protected by applicable federal, state or local law.
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ESSENTIAL JOB RESPONSIBILITIES

• Prepares monthly production orders for each yarn line and presents them 
to management for approval; once approved, submits production orders to 
appropriate production partners

• Tracks and analyzes inventory levels for all Brooklyn Tweed yarn lines and other 
products

• Remotely tracks and replenishes supply levels at production sites 

• Assists with manual inventory count of any on-site inventoried product once per 
quarter

• Uses up-to-date production and sales data to create weekly, monthly, and yearly 
reports to help the team with decisions related to future production orders

• Schedules freight pick-ups and deliveries to and from scouring facilities, spinning 
mills, and dye houses; tracks freight shipments through final delivery at Brooklyn 
Tweed

• Assists in receiving monthly yarn deliveries in Brooklyn Tweed’s warehouse; reviews 
freight invoices for accuracy and verifies contents upon receipt of orders

• Assists Operations Manager in establishing pricing structures for new and existing 
yarn lines by monitoring market fluctuations in raw materials, freight, and 
manufacturing costs

• Assists Operations Manager in implementing company production goals 
throughout the year and forecasting short- and long-term production needs

• Communicates current and future production plans regularly with the Wholesale 
Team to support Wholesale clients

• Assists Creative Director in yarn development, and maintains development logs 
and gathers information from mills, dye houses, and fiber sources throughout the 
development of new yarn lines

• Provides Brooklyn Tweed team with regular updates about current production 
activities at weekly team meetings
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POSITION INFORMATION

Position type: Full-time salaried (40 hours per week)

Work Schedule: Monday through Friday, 8:30AM to 5PM

Location: Portland, Oregon

Benefits: 

• Paid Time Off
• Company-sponsored Health, Vision and Dental Insurance
• 401k 3% Safe Harbor - Profit Sharing Plan
• Employee discounts on Brooklyn Tweed yarns and patterns

Posting date: June 6, 2022

Target Hiring Date: August - September 2022

BASIC REQUIREMENTS

Personal Skills

• Highly organized and detail oriented

• Team player with great communication skills

• Ability to develop and maintain professional relationships with production partners

• Creative thinker and problem solver

• Self-starter, motivated to take initiative starting and implementing projects

• Knowledgeable of fiber and the hand-knitting industry (preferred but not required)

Computer Skills

• Advanced spreadsheet proficiency required (Microsoft Excel)

• Proficiency with word processing (Microsoft Word or Pages)

• Proficiency with dedicated email client (Apple Mail, etc.)

• Proficiency with cloud file storage (Dropbox, etc.)

• Familiarity with the macOS is preferred but not required
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APPLICATION FORM

Please fill in your answers to the questions in the blanks below or 
submit a separate sheet with answers typed there.

APPLICANT NAME:

PREFERRED EMAIL CONTACT:

PREFERRED PHONE CONTACT:

1. What made you excited about this job posting?

2. How does your skill set align with your interest in this position?

3. What special qualities will you bring to this job?

4. A major requirement of this position is experience in data management, inventory 
management and project coordination. Please share a real life example of past experience in 
one or more of these areas.

5. Have you developed preferred methods of managing your workload, schedules, or projects?  
If so, please describe.

6. Tell us about a situation where you had to change course after you had started down a certain 
path.

7. Tell us about a time you set a challenging goal for yourself and how you accomplished it. 

8. Professionally, in what areas do you have room for improvement and growth? 

9. In your opinion, what are the best ways to feel supported and offer support in a small team 
setting? 

10. What are three words that best describe your ideal work environment?

11. Why would you like to work for Brooklyn Tweed? 

OPTIONAL QUESTIONS:

1. What things outside of work are you passionate about?

2. Are you familiar with Brooklyn Tweed’s products?  If so, please explain your experience.


