
 

For more information, please contact James Chamberlain, Human Resource Manager: 
01626 835400 | james@wiltonbradley.co.uk | www.wiltonbradley.co.uk  

8 Wentworth Road, Heathfield, Newton Abbot, Devon, TQ12 6TL 

 
The Company: 
Wilton Bradley specialises in the design, development, distribution, and marketing of consumer products in the toy and 
outdoor leisure markets. We supply our own brands and products to a broad range of customers, from independent 
and multi-national retailers to international distributors. 
We have recently been recognised in the London Stock Exchange Group’s Report: 1,000 Companies to Inspire Britain, 
acknowledging the fastest growing businesses across sectors and regions which have achieved significant performance, 
as well as being ranked in the Western Morning News’ top 150 businesses in Devon and Cornwall. 

The Role: Buying Assistant 
As a result of our continued growth, we are seeking a confident, dynamic Buying Assistant with an enthusiastic approach 
to work and ambition to progress. The successful candidate will support the Buying department within our Toy category, 
helping to bring new products to market and take a leading role in the purchase order process, ensuring goods are 
imported on time. As well as providing general office and administrative support to the Buying department, they will 
assist in product development whilst working in a progressive and creative environment. 

Key responsibilities: 
 Raise purchase orders and manage from placement to delivery 
 Analyse sales and maintain stock levels  
 Maintain and update company databases and systems with product data 
 Assist with developing and designing new products to bring to market 
 Manage and develop supplier relationships with daily correspondence 
 Communicate and negotiate with suppliers in the Far East and worldwide 
 Conduct product and market research 
 Any other tasks deemed by the company to be necessary for the successful completion of the role 
 Assist the Buying Team with general administrative tasks 
Person Specification: 
Skills/experience 
 Graduate or equivalent 
 Computer literate with a good working knowledge of Microsoft Excel, Word, and Outlook 
 Excellent numeracy, time management and organisational skills 
 Ability to complete tasks with careful attention to detail and to a high level of accuracy 
 Strong analytical skills 
 Excellent oral and written communication 
 Previous buying or merchandising experience desirable 
Disposition 
 Self-motivated and enthusiastic 
 Ability to work under pressure and to tight deadlines 
 Highly organised, analytical, and methodical 
 Ability to work on own initiative and as part of a team 
 Flexible 

Benefits: 

 25% TII discount, 50% WB discount 

 company sponsored healthcare scheme 

 33 days holiday (pro rata) 

 cycle2work scheme (after 6 months service). 


