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Job Title:  Retail Assistant

Why work for us? We are a group of enthusiastic and caring people dedicated to changing lives. We operate 24 studios in 4 regions and growing! We offer terrific perks and love to promote from within! There’s exciting things happening at YogaWorks, come join the team!
Job Overview: The Retail Assistant is responsible for providing assistance to our Buyer and furthering interest in the yoga culture. This is a full-time, non-exempt position.
Duties & Responsibilities:

· Build product specifications and purchase orders (studio breakdowns) in MindBody system
· Create reports for trunk show sales and vendor payments. Create barcodes and flyers for trunk shows

· Track invoices and match up vendor  paperwork

· Replenish  and maintain studios with backstock product kept at DC; transfer sale goods as needed

· Create process and manage return authorizations (RAs) and damaged goods as needed

· Establish rapport with Retail Team, studios (will have to call & communicate for replenishment) and vendors (trunk shows)

· Assist on ad-hoc projects as needed
Minimum Requirements:

· Attention to detail & organization
· Comfortable working in a fast-paced environment
· Flexibility, able to handle multiple projects & shift priorities as needed
· Administrative experience & computer skills (Excel, Publisher, Word) required
· Background in retail or fashion desired
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