
 
 
 

Role Production Assistant Reports to Production Coordintor 

Department Marketing Hours 38 

Grade [insert grades] Version 1.0 

 

Established in 1993, Crew Clothing Company is quickly becoming an icon in the market as a true British founded and 

inspired clothing brand.  Our English heritage remains the backbone of the Company as we move from strength to 

strength helping our loyal customers become the best version of themselves. 

 

Moving forwards we are not only providing what we see as some of the best products on the market but supporting 

our talented and motivated Team Members across all areas of the business to become what we call ‘True Crew’.  

Our people are at the heart of what we do and we are all proud to be a part of something more than just clothes, it’s 

a way of life. 

 

Purpose of the role: 

 
The Production Assistant is responsible for (i) acquiring and managing product information to feed into 
copywriting, (ii) organising product samples for location and studio photography, and (iii) organising all imagery in 
the company’s asset library so it can be easily identified and accessed by designers and web content managers. 
 
This role is central to the production of our catalogues and website content.  This role interacts with our buyers, 
product designers, graphic designers, copywriters, website managers and the marketing team.  There will be 
occasions where out of hours work is required to meet deadlines. 

 

Responsibilities: 

Product Sample Management 

 Requesting product samples from product team in line with product launch timetable (e.g. product go-live 
date online).  Managing the use and whereabouts of product samples at all times, ensuring they are 
correctly labelled and ready for location and studio photography. 

 Preparing and packing samples to be sent to location photo shoots. 

 Keeping up to date on changes to products during the production process, through liaison with relevant 
colleagues. 

 Managing the content and accuracy of samples within the sample room.   

 You will “own” the sample management process: others will rely on you to manage it accurately and on 
time. 

Flat-shot Photography 

 Planning and managing the production of flat-shot photography for products, to be used on website and in 
catalogues.   

 Understanding and working to product go-live dates in each medium. 

Location Photography Support 

 Responsibility for building the photographic shoot list and maintaining this as an up to date real-time 
document. 

 Creation of shoot lists and flat photography photographic briefs. 



 
 

 

Imagery Approvals and Storage 

 Co-ordination of scatter proof (images from photo shoots) circulation, adjustments and approvals. 

 Managing the flow of imagery from photographers into the asset library, to be used by designers and 
website content managers. 

Ad Hoc Requirements 

 Ownership of creative budget tracker spreadsheet to support Production Coordinator in budget control. 

 Assist the Production Coordinator and team with administrative and other tasks as required. 

 Any other support as required 

Direct Line Report: Production Co-ordinator 

 

Key Performance Indicators 

 

 

Key Skills and Experience 

Essential: 

1 Intelligent, energetic and strong attention to detail. 

2 Self-starter who can work with minimal supervision and liaise with other departments and colleagues at all 
levels. 

3 Good Excel and Word skills. 

4 Strong communication and interpersonal skills. 

5 A keen team player. 

6 Ability to prioritise work schedule and work to tight deadlines. 

7 Ability to understand cost budgets, and control spending to work within them. 
 
Desirable: 

1 Previous experience in a similar in-house production role at a home shopping company. 

2 Previous work experience within the fashion retail sector. 

3 Product styling creative ability. 

4 Working knowledge of InDesign, Photoshop, Bridge, Illustrator. 

5 Knowledge of print and/or online production process. 
 
 

 


