
 

 
Warehouse Manager/Coordinator 

 
 
The Position: Warehouse Manager/Coordinator 
Direct Supervisor: CEO, Amanda Judge 
Location: Chatham, New York 
Time Commitment: 35 hours/week – with potential for full time. 
Travel Requirements: Occasional travel to NYC 
Start Date: ASAP 
 
Faire Collection is the leading brand of fair trade accessories, distributed to 
thousands of locations around the world.   We have recently moved our 
warehouse to Chatham NY, while our sales & marketing operations are based 
out of Brooklyn, NY. 
 
We are seeking a Warehouse Manager or Coordinator to run our Chatham, NY 
warehouse.  You will be responsible for shipping, receiving, customer service, 
maintaining supplies, processing returns and generally running our warehouse 
to create a fun and efficient atmosphere.   You will also have interactions with 
our customers and work closely with our CEO, who is also based in the Hudson 
Valley. 
 
As our team grows, we hope this position can lead a larger warehousing and 
customer service team. 
 
Specific duties of this position include: 
Order Processing 
Packing/Shipping Retail and Wholesale Orders 
Process Returns 
Accounts Receivable  
Inventory/Quality Control 
Website Maintenance 
Purchase Warehouse Supplies 
Warehouse Management 
 
Compensation and Timing 
This position is approx. 35 hours/week and will begin as hourly compensation 
(rate based on experience).  There is a potential to move into a full time salary-
based position as this position matures.  Other benefits include a stipend for 



Faire Collection products, employee discounts and a fun and creative working 
environment just off Main St. in the center of Chatham, NY. 
 
Requirements 
- Knowledge of Quickbooks 
- Very detail oriented and incredibly organized 
- Natural customer service ability with great energy  
-         Independent and reliable worker 
- Interest in fair trade and supporting artisans 
- Hardworking, willing to jump into tasks outside this job description 
- 1-2+ years of experience shipping/receiving 
-         Experience managing Accounts Receivable 
- Experience in jewelry/accessory industry a plus 
- Spanish a plus, English fluency required 
 
To apply:  
Please follow these instructions exactly so that the application is received in our 
system correctly.  Email Amanda@shopfaire.com with the subject line: 
Application – Warehouse.   
In the email, please have 2 attachments:  
1. Your resume 
2. Your cover letter, which should include answers to the application questions 
below: 
 
Application Questions 
Have you ever worked in a warehouse?  If so, what type of products did it 
serve? 
What do you see yourself doing in 5 years? 
What part of our mission makes you want to be involved with Faire? 
What was your salary components (base + commission + bonus) in your 
previous 2 positions? 
When are you available to start? 
Anything else you want us to know?  
 
About Us 
Established in 2008, Faire Collection is the leading brand of fair trade fashion. 
(www.shopfaire.com)  As we grow, we are looking for people that share our 
passion for making this world a better place, and who have the drive to 
contribute to our cause. 
 
Amanda, our CEO, and her Brooklyn-based design team, travel the world to 
collaborate with more than 225 artisans, and create a line of women’s 
accessories that is a fresh interpretation of artisanal craftsmanship.   
 
As a social enterprise, Faire Collection substantially reduces poverty in the 
disadvantaged communities where we work. We also inspire further positive 

mailto:Amanda@shopfaire.com


change through our social programs, such as educational scholarships and no 
interest loans. 
 
With one life to live, we intend to make the most of it and inspire you to do the 
same. Join our team! 
 
To learn more visit http://www.shopfaire.com/ 
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