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About Parrot Agency

Parrot Agency is a fashion agency specializing in the representation, sales, and strategic positioning of a
diverse portfolio of fashion brands (see our brands at www.parrotagency.com). We maintain strong
relationships with both national and international retail partners, including leading online players such as
Net-a-Porter, renowned department stores like Bergdorf Goodman, Harrods, and Liberty, as well as exclusive
luxury boutiques worldwide. Our enthusiastic sales team is dedicated to delivering excellent service and
building long-term client relationships. With our global reach, we strive for optimal visibility and distribution
of our brands. From our Amsterdam office, a young, informal, and innovative team works together towards

ambitious goals.

Role Description

As Operations Support Specialist at Parrot Agency, you support the operations team in the daily execution of
operational, administrative, and after-sales processes. In this role, you are involved in invoicing, forecasting,
and the preparation of internal reports, ensuring accurate delivery and validation of data. You act as a point
of contact for practical operational questions from brands and clients and work closely with Sales,

Operations, and external partners on a daily basis to ensure timely and accurate follow-up.

In addition, you document and monitor process steps, guidelines, and workflows and maintain a structured
back-office administration. You identify deviations, trends, and improvement opportunities in processes and
data and proactively share these insights with the Operations Lead. With your precise and service-oriented
approach, you provide flexible support on projects and ad hoc initiatives, contributing to the smooth

operation of the organization.

Responsibilities
e Support invoicing, forecasting, and preparation of internal reporting
e Act as a point of contact for practical operational questions from brands and clients
e Document and maintain process steps, guidelines, and back-office administration
® Provide accurate data to the Operations Lead for reporting and analysis
e Act as a liaison between Sales, Operations, and external partners
e Review and validate data related to commissions, payments, and financial overviews
e Document and monitor processes, guidelines, and workflows
e Identify deviations, trends, and improvement opportunities in processes or data

e Provide proactive and flexible support on projects and ad hoc initiatives



Profile of the Ideal Candidate
e 1-3 years of experience in an administrative, support, or back-office role (experience in
retail/fashion is a plus)
e Bachelor’s or Master’s level education
e Highly accurate, structured, and detail-oriented
e Service-minded with a friendly and professional communication style
e Comfortable working with order management and administrative systems
® Able to perform well under pressure and manage multiple tasks simultaneously
e Team player who enjoys collaborating with both internal colleagues and external stakeholders
e Strong interpersonal skills
e Experience with Excel and creating analyses and reports

e Eager to learn and motivated to grow within the operations domain

What We Offer
e A challenging role in the fashion industry within a growing agency
e A dynamic and inspiring work environment with a young and enthusiastic team

® A competitive salary and pension scheme

Are you excited about this opportunity at Parrot Agency? Please send your CV and a short motivation to

jobs@parrotagency.com. We look forward to hearing from you and potentially welcoming you to our team!



