
 
Ecommerce & Wholesale Operations Assistant | Full Time 
We are looking for an enthusiastic ecommerce and wholesale operations assistant to join our small, 
friendly team in our busy studio in Leith, Edinburgh. You will be responsible for uploading products to our 
website and sales platforms, managing stock levels and assisting our wholesale manager with admin and 
at trade shows. You must be available to travel for up to a week at a time. You should be highly computer 
literate with an understanding of SEO. We are looking for someone who has an understanding of our 
ethical business philosophy and who will champion our lovingly handcrafted artisan products. 
 
Working hours are Monday to Friday, 9am-5pm. Some earlier starts may be required at particularly busy 
times. 
 
Responsibilities 

● Uploading and constant maintenance of product and category pages on sales platforms, including 
stock levels, pricing, product descriptions and images. 

● Ensure website content is optimised for search engines. 
● Assisting with wholesale admin. 
● Assisting at trade fairs - Must be able to travel and spend up to a week away at a time. 
● Stock control - Making sure all products are synced with stock control system and showing on our 

website accurately. 
● Organise warehouse and keep stock tidy, making space as stock sells and for new deliveries. 
● Communication with our Marchmont store - Fulfilling customer requests, picking stock for the 

store, requesting weekly trading report. 
● Weekly sales reporting. 

 
Skills Required 

● Excellent communication and copywriting skills. 
● High computer literacy. 
● Understanding of SEO. 
● Knowledge of Shopify/Stitchlabs is an advantage. 
● Ability to work with consistent speed and accuracy. 

 
About Bohemia 
A small band of creatives, we create 100% handmade contemporary homeware and accessories in 
ethical partnership with talented artisans in Morocco, India and Turkey. Bohemia was established to build 
relationships with artisan producers and through these collaborations, help to support meaningful 
employment and ensure the survival of awe-inspiring traditional crafts. As well as our own store in 
Marchmont, Edinburgh, we are stocked by almost 1000 independent stores and boutiques worldwide. 
 
To Apply: Send a cover letter explaining why you would suit the role and your CV to 
info@bohemiadesign.co.uk. 


