
 
 

Position – Sales Consultant  

Type – Part-time, permanent plus holiday cover 

Location – Sheila Fleet Gallery, 18 St Stephen St, Stockbridge, Edinburgh EH3 5AL 

Position Overview 

We are looking for an enthusiastic, friendly and experienced jewellery consultant to join our 
Stockbridge gallery in Edinburgh. This is a part time and permanent position and will also include 
holiday cover. The ideal candidate will be flexible, and the position will include working Monday-
Sunday on a rotation basis.  

Sheila Fleet Jewellery is a well-established family company with a reputation for quality and 
providing outstanding customer service. Sheila herself was awarded an OBE, in 2013, for her services 
to the jewellery industry. All our jewellery is hand-made in the workshop in the Orkney islands – 
something we are very proud of. The business is still family run and the key to much of our success is 
the people behinds the scenes - from the bench jewellers to the sales consultants and everyone in 
between! We value all our employees and pride ourselves in offering a fun, positive and supportive 
environment to work in. We provide training and offer a generous wage, commission and pension 
structure together with a fantastic staff discount.  

Job Description & Person Specification 

Job Title: Sales Consultant 

Responsible to: Josie Marwick – Edinburgh Gallery Manager 

Main Purpose of the Job: To provide excellent customer service and assist customers in jewellery 
purchases, special orders, enquiries and after sales care. You will also be responsible for maintaining 
the cleanliness of the stock, displays and gallery itself. 

Knowledge and Experience 

Essential 

• Retail experience, minimum one year 
• Excellent communication skills 
• Confident, friendly and approachable manor 
• Passion for customer service and working with people 
• Resourceful and a positive, eager attitude 
• Great organisational skills, self-motivation and time management skills 
• A team player who is flexible and reliable 
• Strong attention to detail 

 

 



Desirable 

• A passion for jewellery or experience in jewellery sales 
• Experience in fashion, high end or luxury sales 
• Strong IT skills and social media knowledge 
• A creative flair and visual merchandising experience  
• Knowledge of sales techniques or customer service training 

Main Duties: 

• Meet and Greet customers 

We pride ourselves in creating an excellent first impression and that starts with a warm welcome at 
the gallery. We have many long-standing customers and its essential to be confident in building good 
rapport and creating conversation with both existing and new customers.  

• Generating Sales and repeat custom 

By providing a wealth of knowledge about our products and taking the time to listen and understand 
the unique wants and needs of each customer. Jewellery sales is a very personal and rewarding type 
of retail and we take great joy building relations with customers and sharing the stories behind our 
ranges and the company itself. This in turn generates repeat custom. During busy periods it is also 
essential you can juggle providing this level of customer service whilst also serving customers in a 
timely fashion. 

• Assisting customers with purchases  

Assisting customers with any questions relating to our jewellery, the company and other products in 
the Gallery. Providing after care advice and going ‘that extra mile’ wherever possible. We have a 
variety of price points and like to appeal a wide range of customers. We also do special occasion 
rings in precious metals - with or without semi-precious stones and we are one of only two jewellers 
who have been granted access to use Scottish Gold. Special care and time is taken when talking 
customers through the personal service that is picking a ring, often one which has a sentimental 
meaning.  

• Dealing with customer orders, repairs and enquiries via the workshop  

We have an extensive range of jewellery which can be made in a variety or metals or enamel 
variations, but we don’t carry all items in all ranges. There is a detailed catalogue of products which 
can be made to order in the workshop and you will be responsible for guiding customers through the 
process and taking customer orders and repairs. This will include liaising with the workshop in 
Orkney.  

• Clean and maintain the gallery, jewellery, displays and goods for resale 

A keen eye for detail is required to maintain displays and cleanliness of the jewellery. Training will be 
provided on how to safely clean jewellery and provide customers with knowledge on how to do so 
too. You will also be responsible for stock replenishment/organisation and keeping the gallery neat 
and tidy. 

• Administrative tasks  



You will be IT literate and be confident using technology and till systems. You will also be responsible 
for till reconciliations, handing cash, processing refunds, handling emails and similar administrative 
tasks. 

The role is a varied one, which keeps it interesting! It will at times require duties which are not listed 
in the above as per the needs of the business. 

If you think this role sounds like a good fit for you, please provide us with a copy of your CV and a 
covering letter for our consideration. You can do so by emailing josie@sheilafleet.com or ideally in 
person to our gallery in Stockbridge, we would be delighted to meet you.  

Please feel free to contact us for further information or any queries in the relation to the role, you 
can do so by emailing the above email by contacting Josie at the Gallery on 0131 225 5939. 

 


