
 
 
Website Dispatch & Warehouse Assistant | Full Time 
We are looking for an enthusiastic website dispatch and warehouse assistant to join our small, friendly 
team in our busy studio in Leith, Edinburgh. You will be responsible for dispatching both wholesale and 
retail orders as well as dealing with daily customer enquiries. You will need to stay cool under pressure 
and be able to deliver great customer service. Excellent verbal and written communication skills are a 
must, as well as being computer savvy with good copywriting skills. 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 

● Pick, pack and dispatch wholesale and retail orders - Wrapping/packaging to a high standard. 
● Stock control - Regular stock counting to ensure stock levels are kept accurate. 
● Manage customer emails, calls and resolution of customer queries, including refunds/returns. 
● Liaison with courier companies - Understanding of shipping documents. 
● Inbound stock control - Checking off deliveries. 
● Organise warehouse and continuously keep stock tidy, making space as stock sells and for new 

deliveries. 
 
Skills Required 

● Methodical thinking and problem solving when deliveries go wrong / products are not available. 
● Exceptional attention to detail. 
● Excellent customer service. 
● Good communication both internally and externally / via phone and email. 
● Excellent written skills. 
● High computer literacy. 
● 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 worldwide. 
 
To Apply: Send a cover letter explaining why you would suit the role and your CV to 
info@bohemiadesign.co.uk. 


