
 
 
People Tree is an award winning sustainable and Fair Trade womenswear fashion brand. We work with fair trade 
producer groups to create a well-designed collection that respects people and planet. We set best practice standards 
in sustainable garment production.  
 

Merchandising and Logistics Assistant 
 
The Role 
 
A forward-thinking, proactive Merchandising and Logistics assistant to provide a pivotal support role to the Head of 
Merchandising, working with the Wholesale team, Head of Buying and Production.  
Based in our friendly Camden Head office and undertaking trips to our Warehouse in Milton Keynes. 
 
Main Responsibilities 
 
Logistics 

 Seasonally set up and maintain the shipment plan file.  

 Monitor Shipments using the delivery schedule to ensure key account delivery dates are met.  

 Collate import paperwork for customs clearance. 

 Assigning HS codes to products.  

 Manage Goods in Process from obtaining invoice and packing list to allocating stock including obtaining 
warehouse counts, inputting packing lists and invoices into SAP and liaising with our freight forwarder.  

 Allocate stock, manage stock movements on SAP and maintain accurate stock levels on SAP 

 Prepare sales data for Intrastat declarations.  

 Placing and signing warehouse stationary invoices.  

 Assist with Producer chargeback reports. 
 

Merchandising 

 Updating the weekly sales report and Line cards 

 Preparing seasonal product analysis. 

 Updating the system with price corrections and markdowns.   

 Checking GOTS Transactions Certificates. 

 Ad doc data reports and analysis as required.  

 Quarterly returns analysis.  
 
Buying administration  

 Uploading and maintaining all product information on SAP. 

 Raising all purchase orders, including all supporting documents, and ensuring they are signed.  

 Assisting the maintenance of each seasons range plan spreadsheet. 

 Checking proforma invoices and handing to finance. 
 
Requirements:  

 Minimum 1 years’ experience in a similar role.  

 Enthusiastic and proactive with a positive, can-do attitude.   

 Good knowledge of Excel and Word. Experience of SAP an advantage but not essential 
 
 

Full time position. Salary dependant on experience. Please send your CV and cover letter with salary expectation 
and availability to hr@peopletree.co.uk 
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