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Buying & Merchandising Administrative Assistant 

	[bookmark: _Hlk122621579]Job level
	Level 2
	Reports to
	Junior Buyer
	

	Directorate
	Commercial

	Function
	Buying and Merchandising

	Contract 
	Fixed Term

	Location
	Regent’s Park / Hybrid 



Responsibility for resources

	Direct line reports
	N/A
	Responsibility for other resources
	N/A

	Financial resources
	N/A 
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
To provide comprehensive administrative support to the Buying & Merchandising team, ensuring the accurate maintenance of product information, smooth coordination of product launches, effective reporting, supplier communication, and operational support. This role is central to maintaining accurate commercial data, supporting product lifecycle management, and ensuring key business processes are delivered efficiently and on time.

Key responsibilities
 
Product Administration & Data Management
· Maintain accurate product information across Buying & Merchandising systems, trackers and documentation.
· Support the B&M team with setup, maintenance and ongoing management of product records throughout the product lifecycle.
· Ensure product data, pricing, imagery and specifications are accurately maintained and updated.

Product Launch, delivery schedule & Supplier Coordination
· Support product launches by maintaining key schedules, trackers and documentation.
· Liaise with suppliers and internal stakeholders to ensure products, samples, information and assets are delivered on time.
· Maintain and monitor delivery schedule, following up with bookings and resolving potential issues that may impact launch plans.
Commercial & Customer Insight
· Conduct regular store visits and floor walks to review product performance, understand customer behaviour and identify opportunities to improve sales, stock levels and visual presentation.
· Assist the Buying team in conducting regular competitor reviews, and product research to identify trends and opportunities and putting together findings. 
· Develop and share trend, product and competitor insight with the wider Buying & Merchandising team.

Ecommerce & Digital Content Support
· Maintain accurate product information across online channel. 
· Coordinate product imagery and digital assets, ensuring content is complete and available for launch.
· Support the administration of ecommerce product data and online documentation.
Reporting & Commercial Administration
· Produce and distribute regular reports and trading updates to support business decision making.
· Maintain departmental trackers, calendars and records, ensuring information is up to date and accurate.
· Provide ad hoc reporting and administrative support to the Buying & Merchandising team.
Communication & Stakeholder Support
· Prepare meeting agendas, record minutes and track actions.
· Coordinate communications relating to product activity, launches and departmental updates.
· Act as a point of contact for internal teams, suppliers and external stakeholders.
Operational & Retail Support
· Support store visits, operational reviews and retail administration activities.
· Prepare documentation, product information and retail support materials as required.
· Assist with the coordination and communication of operational actions and updates.
General Team Administration
· Coordinate travel arrangements, event registrations and other B&M team administrative requirements.
· Support the management of product imagery and digital asset libraries.
· Process invoices, expenses and other administrative tasks in line with company procedures.
· Provide flexible administrative support across the wider Buying & Merchandising function as and when required.
The duties and responsibilities described are not a comprehensive list and additional tasks may be assigned from time to time that are in line with the level of the role.
Person Specification
	Experience

	Essential
	· Previous administration experience
· Experience working with suppliers and internal stakeholders.

	Desirable 
	· An interest in wildlife and conservation
· Experience within a Buying or Merchandising function.
· Knowledge of product lifecycle management and product launch processes.
· Experience using invoice systems.
· Full clean driving licence is advantageous as this role involves travel to both Whipsnade and London sites.
· Skills in photography, image editing, photoshop

	Knowledge and skills

	Essential
	· Strong organisational skills with the ability to manage multiple priorities and deadlines.
· Excellent attention to detail and data accuracy.
· Advanced skills in using MS office packages, specifically PowerPoint, Excel and Teams.
· Ability to maintain and manage multiple trackers, databases and reporting systems.
· Strong written and verbal communication skills.
· Proactive and self-motivated approach to problem solving.
· Ability to work independently and collaboratively within a fast-paced environment.

	Additional requirements

	Essential
	· This is a hybrid role, with a minimum requirement of 2 days per week on site at our Head Office at London Zoo. Attendance may increase at certain times to support business needs, meetings, projects, and key trading activities.
· Routine working hours are anticipated, however, there may be need for some flexible working hours dependent on business need.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical).
· Ability and willingness to undertake national and international travel as required, including visits to Whipsnade Zoo, attendance at trade shows, supplier meetings, and other business-related events.
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