
 
 

  
 

 
 

Merchandising Administrator 
 

 

Born in a Welsh barn in 1997, TOAST has grown from loungewear and nightwear to become 

a unique lifestyle brand, creating and curating simple, functional, beautiful clothing, home 

ware and editorial. 

TOAST is renowned for its thoughtful, contemporary design and commitment to traditional 

textiles and craftsmanship. The brand aspires to be the global lifestyle brand synonymous 

with Social Conscience. 

TOAST has studios in both London and Swansea and is one of the very few UK clothing 

brands with its own pattern room. 

TOAST celebrates a slower more thoughtful way of life in shops throughout the UK, concept 

stores around the world and online at www.toa.st 

 

The emphasis within the TOAST workplace is on thoughtfulness, simplicity, creativity and 

collaboration.  We work hard to communicate intelligently with the wider world and strive 

against doing the obvious.  We value serious thought in many broad fields – in art, 

literature, design, philosophy, travel, science as much as we do in fashion.  Though our 

output may appear simple, it is always produced with great attention to detail. 

 
As a strategic priority TOAST nurtures imaginative talent and change makers. As part of the 

TOAST team, you are a catalyst for the brand’s successes. To realize our ambitions we need 

you to share our interests and values, have an enthusiasm for TOAST itself as well as a deep 

knowledge and passion for your own specialist area. 

 

In return for your dedication, TOAST will offer a supportive and stimulating working 

environment with flexible working hours and generous staff discounts. You will receive a 

comprehensive induction, including product and brand training, that helps to plant a deep 

understanding of TOAST that can be carried confidently through your work and into the 

outside world. 

 

 

 

 

 

http://www.toa.st/


 

 

 

Merchandising Administrator 

REPORTS TO  Head of Business Planning & Merchandising 

LOCATION Flexible – Full time with 2 days on average per week in the London or 
Swansea office 

DIRECT REPORTS None 

 

ROLE OVERVIEW 

 

A key member of the Merchandising Team optimising the stock allocations and supporting in 
the day to day data management and trade reporting and analysis in a global multichannel 
business.  A very responsible role for a commercially driven, analytical person who can work 
on their own initiative to develop and enhance ways of working with new systems and take 
pride in driving up the performance and profitability of our stock.  Opportunities to grow and 
develop in a merchandising career. 

ROLE IN DETAIL 

 

• Working closely with Merchandise Planners and Retail Co-ordinator to agree and 
instigate initial allocations, daily replenishment plans & new store stock packages. 

• Continued ongoing review of each store performance and grading to drive optimum 
sales and stock availability across all stores and channels and minimise stock 
handling. 

• Set up and monitoring of launch trackers liaising closely with production team to 
ensure all products are available and launched fully across the business and on time 
for key product launches and marketing events, highlighting and resolving any 
issues. 

• Timely co-ordination of stock movements and consolidation across the business. 

• Management of core line flows ensuring timely re-ordering of stock and full 
availability across all sizes in all channels at all times. 

• Compilation of weekly trade packs and ad hoc analysis highlighting key insights to 
drive strong planning and decision making. 

• Fastidious management of system retail pricing across all channels and regions 
ensuring all new season prices and markdowns are accurately loaded and 
maintained. 

• A super user of allocation and IT systems driving best practice and maximum 
efficiency and accuracy in the flow of information and product. 

• A strong communicator and team player with close liaison across Merchandising, 
Ecom, Retail, Wholesale, Warehouse and Production & Marketing teams. 

 

 



EXPERIENCE & PERSONAL QUALITIES 

 

• A highly commercial individual with an analytical mind and driven by fastidious 
attention to detail. 

• Highly collaborative team player comfortable liaising across many functions of the 
business. 

• Very adept with Excel and comfortable with all IT systems 

• Proven experience using and maximising data management systems 

• Strong commercial understanding of retail buying and merchandising process 

• A desire to drive systems improvements and support and champion business 
change. 

• Highly driven individual taking responsibility for own development 

 

DESIRABLE 

 

• Clothing merchandising experience 

• New systems development 

• Multichannel and multinational trading experience 

• Experience using and maximising data management systems 

• Strong commercial understanding of retail buying and merchandising process 
 
 

PERSONAL QUALITIES  

 

HONEST COMMUNICATION: straight talking, demonstrate humility and respect, challenge 

constructively, create transparency, acknowledge & resolve mistakes, maintain 

commitments and to be accountable  

INTEGRITY: To be honest, with strong moral and ethical principles and values.   

DRIVE: show relentless determination to drive delivery & excel  

POSITIVE MINDSET: achieve results with a positive energy and can-do attitude, overcome 

challenges and Influence others positively  

PRIORITISE QUALITY: less is more, an obsessive attention to the detail  

SUPPORT: challenge and encourage colleagues, celebrate success and focus on positives  

WE OFFER: 

 

Flexible working 
25 days annual leave plus bank holidays 
A contributory Company pension scheme 
Cycle to work scheme 
Free Eye test and contribution towards glasses 
Company discount 
Employee Assistance Programme 
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