
Online Assistant
£20,000 

The Role:
This role is to support the Online Manager in the successful operation of the Online Shop 
(North Acton) and support the department’s promotional avenues and web presence.

You will assist in managing not only the team, customer orders, stock and CMS, but also 
have the opportunity to support the Product Editor in providing high quality commercial and 
editorial copy & photography in an accurate and reliable manner for sales and marketing 
initiatives. 

**Excellent Japanese (minimum JLPT 2 /N2) a must**

Key Online Duties:

Timely completion of daily administration tasks such as order management and 
delivery schedules under instruction from the Operations Manager.

Assist with Team Management – work together with the Operations Manager to 
create a united, motivated and proficient team, induct & train new staff and maintain 
standards.

Reply promptly, accurately and politely to enquiries by email or phone. Taking 
responsibility for resolving customer complaints as quickly as possible using the 
escalation process where necessary, aiming to turn a negative into a positive.

Support stock ordering and management.

Actively contribute to marketing ideas, always considering seasonal and up and 
coming events of interest.

Support the Product Editor in the timely photographing, editing and loading of new 
product data into the CMS, mindful of seasonal targets and in keeping with the tone 
of the site.

Actively contribute to Online direction and marketing strategies during scheduling 
meetings.

Suggest improvements, new ideas and changes to the site and the operating systems. 
Implement ideas discussed effectively if requested.

Be fully knowledgeable and keep up to date about current online, retail and marketing
trends at home and in Japan.

Any other Ad Hoc duties.

Essential Skills:
∑ Graduate (or equivalent).
∑ Native English speaker with advanced level Japanese.
∑ Commercial content and editorial experience preferable.
∑ At least 1 year customer service experience within an online or retail environment 

(preferably related to Japan and/or food).
∑ Must be computer confident and be able to pick up new systems quickly. 
∑ Knowledge of Photoshop, HTML, CMS and Microsoft packages preferable.
∑ A proven ability to work quickly and efficiently with accuracy and attention to detail.



∑ Sound knowledge of Japanese food.
∑ Ability to troubleshoot as well as having a pro-active approach to sales.
∑ Dedication to delivering an outstanding customer experience.
∑ Willingness to communicate and build good relationships with other departments.
∑ Above all you must demonstrate your commercial know-how and ability to add

tangible differences to a business such as ours.

Personal Skills:
∑ Positive minded individual with an ability to work just as well as part of a team or by 

themselves.
∑ Interest in Japanese food and culture and keen to promote to the European market. 
∑ Organisational skills and a collaborative nature a must.
∑ Excellent time-keeping and multi-tasking skills.
∑ Ambitious, hardworking and with an impeccable work ethic.

.


