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Job Description 


 
Job Title:  Chief Sub Editor & Copy Writer   


Department:  Editorial  


Reporting to:  Creative & Editorial Director& Editor 


 


The Role: 


We have a brilliant opportunity for a Chief Sub & Copy Writer to join the evolving 


Editorial team. Reporting into the Editor, you will be instrumental in the workflow 


through editorial and work across all aspects of Matchesfashion.com and 


Matches printed publications.   


Main Duties & Responsibilities 


HOMEPAGE EDITORIAL 


 Write clever, commercial subject lines for all media channels. 


 As required, develop in the box copy for marketing promotions, both online 


and offline: Sale, direct mail, in-the-box promotions etc  


 Write homepage and mailer editorial content. 


 Ensuring brand voice is consistent: Subbing and proofreading all copy 


(homepage, landing pages, weekly emails, videos, affiliate emails, press 


releases, banners, marketing projects, site copy, iPhone app, 


enhancements etc) and using Photoshop to edit layouts 


 Suggesting URLs and delivering assets to Tech team with URLs, core 


metrics tagging, alt text and metadata; checking on staging to daily and 


weekly deadlines. 


 


 EMAILS 


Where necessary assisting editor in co-ordinating briefs & design; subbing 


copy and cutting to fit in Photoshop; suggesting subject lines, coordinating 


approvals; taking in amends; sending assets to Email Producer; checking 


html & text proofs 


 


 PRINTED MATERIAL 


Working with the Editor, subbing all copy for bi-annual magazine and 


newspaper, liaising with print house on production. 


 


 MARKETING COMMUNICATION 


Subbing all copy, coordinating design & approvals for social media assets, 


blog, affiliates' email, dedicated emails, banners, special projects, press 


releases, site copy & enhancements 


 SALE AND FLASH SALES 


Co-ordinating product choices and banner design, writing sale descriptions, 


completing templates 


 SOCIAL MEDIA:  


Refine the Matches social media voice   


 


 


 







 
 


Essential Skills & Requirements: 


 


• Solid experience as a Chief Sub Editor 


• A good understanding and genuine love of luxury fashion / retail as well as the 


online retail environment 


• Experience working in a very deadline driven environment 


• Great leadership qualities to oversee a Trainee as well as project manage other 


teams to ensure workflow is consistent 


• Good understanding of InDesign 


• Working knowledge of Photoshop 


• PC and Mac literate 


• Some experience of CMS systems would be beneficial 


• Able to manage a changing workload effectively to meet daily deadlines 


• Excellent communicator who can work well in a busy team 


 


 






