
 
Confidential 

 
Freetown is an independently owned company centered on the development of multi-ethnic fashion brands. Our mission is to create, curate 
and tell great stories through global womenswear. We champion independent makers and designers, creative content, story telling and 
editorial work. 

 
The appropriate candidate should be hardworking, detail-oriented, and willing to challenge themselves by taking on new tasks which will 
reward them with a broader knowledge of vendor relations within the fashion and multi-cultural industries. A motivated work ethic, initiative, 
along with a drive to excel will be highly regarded.  With a mission to foster client relations that nurture new ideas, innovation, and growth, 
Freetown seeks to maintain a curated roster of brands, working with designers and creators that inspire and motivate us to push boundaries 
and achieve further excellence. 

 
Email Resume & Cover Letter to info@shopfreetown.com | Subject Line: PT Creative Assistant 

 
Part-Time Creative Assistant, Start-Up 3-Month Time Frame – Remote, Los Angeles – Based 
Hourly, Estimated 8 Hours Per Week 
 
Will work with/report directly to Company Founder 
Must be able to summarize findings and provide written/verbal communication to Founder in effective and time efficient manner. 
Projects to be determined on a week-to-week basis. 
Below is a summary of skills and initial projects/tasks to be covered over the duration of the initial 3-month period and is expected to 
assist across all of the following, and demonstrate the following skills/qualifications: 
 
Editorial & Social Media 

 Support Editorial article production 

 Brainstorm and pitch ideas in content meetings 

 Perform light copywriting as needed across digital footprint 

 Research, contact and build relationships for contributor program/collaborations 

 Conduct research as needed 

 Work on curation, optimization and storage of content 

 Assist with digital duties as needed 
Vendor/Sample/Packaging Support 

 Professional written communication with vendors / designers; professional and timely follow-up 

 Researching for special projects 

 Preparing sample requests and packaging orders 

 Maintaining and organizing sample, packaging and inventory storage 

 Shipping pick-ups from Mailbox, assist with transit to storage 
Operations 

 Facilitate accurate and efficient physical inventories 

 Plan and organize operational tasks so that they are completed in the most effective manner  
 
Experience, Skills & Knowledge 

 Maintains a HIGH level of discretion, can keep confidences and maintain sensitive business information 

 Excellent interpersonal skills supporting customer service 

 Strong writing skills, Excellent communication skills - verbal and written  

 Strong visual deck preparation utilizing Powerpoint, or other appropriate digital tools 
 

 Excellent time management/project skills  

 Ability to multitask, prioritize and complete tasks in a fast-paced and fluid remote work environment 

 Ability to recognize and react to changing work demands  
 

 Strong attention to detail  

 Strong organizational skills 
 

 Goal oriented: ability to stay focused on creating winning results 

 Knowledge of key online and print fashion publications preferred 
 
Technical Skill Requirements 

 Proficient in Mac operating system and Microsoft Office, Excel and Powerpoint a must 

 Intermediate Photoshop & Illustrator skills and experience 

 Computer, Iphone, and Ipad proficient 

 Knowledge of Social Media, Google Suite 
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Qualifications: 

 Strong emphasis on maintaining relationships, tech savvy, and possess analytical skills 

 Highly motivated, forward thinking 

 Strong interest and/or a background in fashion 

 Ability and willingness to learn new skills quickly and efficiently 

 Exceptional research and communication skills 

 Team player 
 

 Live within driving distance of the Los Angeles Area (frequenting Downtown, LA, West Hollywood, and Culver City on an 
assignment-only basis) 

 Must have Car, CA Driver’s License and Car Insurance 
 


