
 

 
 

 
Production Assistant 
 
After 5 years of building a leading craft brand and growing a passionate 
community of stitchers, now is a really exciting time to get involved as we enter 
our next chapter of ambitious growth. We are now adding to the close-knit, small 
team, with opportunities in time for progression and promotion.  
 
THE SPECIFICS: 
 

 Full-time (to start ASAP) 
 Office based  
 Normal hours 9am - 5pm  
 Salary £16,500 - £18,500 dependent on experience 
 Additional benefits include pension scheme, paid statutory holidays, 

generous staff discount and social events 
 Based in the bustling centre of Balsall Common, Coventry, CV7 

 
WHO ARE WE LOOKING FOR? 
 
You’ll be someone who is full of energy, highly motivated and passionate about 
crafts. You have plenty of innovative ideas, confidence to communicate these 
and be used to multi-tasking in a fast paced environment. You’ll be a team 
player, always giving it your all to help deliver a united vision. You’ll be able to 
adapt quickly from quieter environments (potentially working alone at times) to 
very busy non-stop days when the pressure is on.  
 
You’ll be committed to growing the brand and achieving the company’s overall 
goals for the coming years. You’ll have excellent attention to detail, able to work 
quickly while concentrating and memorising specifics. You’re confident in front of 
a camera and used to all social media platforms (Facebook, Instagram, YouTube, 
Pinterest, TikTok etc).  
 
You’ll be intelligent, hard-working and creative at heart, understanding our 
mission to bring modern cross stitch to the world and make a difference in 
people’s lives. Full of drive, determination and super organised! You’ll be resilient 
and able to stay calm when faced with a challenge. 
 
You’ll be able to use your own initiative, spot efficiency improvements, take 
responsibility for your own work and make decisions where appropriate, 
following company guidelines. You’re positive and full of optimism! You’ll have 
perfect spelling, grammar and great computer skills – using our website, emails, 
Microsoft Office and Royal Mail fulfilment software.  
 
WHAT WILL YOU BE DOING? 
 



 Preparing fabric and threads 
 Assembling cross stitch kits and other accessories 
 Stock check and ordering supplies 
 Preparing wholesale orders, subscription boxes and event supplies 
 Customer service (responding to emails and social media messages) 
 Product ideas, research and blog/video content as required 
 Tidy, organise and clean office  
 Fulfilling orders (producing address labels, shipping services and 

communicating with Royal Mail)  
 
If you think you’re the sort of person we’re looking for and you live in the 
Midlands, please email Sally Wilson at info@caterpillarcrossstitch.com (with 
Production Assistant in the subject line) with your CV and covering letter 
outlining why you're perfect for the role. 
 


