
 

 
 
 

E-commerce and Retail Specialist 
 
This position is pending funding by the Government of Canada – Canada Summer Jobs program. 
 
Location:              Clayworx: Ceramic Art Learning Centre, 664 Dundas St. London ON 
Salary:                    $19.00/hour 
Working Hours:   35 hours/week 
Earliest Start Date:    May 4, 2026* 
Latest End Date:  Aug 28, 2026 
Duration:             8 Weeks 
 
* start date negotiable as long as 8-weeks is fulfilled by end date 
 

ELIGIBILITY REQUIREMENTS  
 

• be between 15 and 30 years of age at the start of the employment. 

• be a Canadian citizen, permanent resident, or person to whom refugee protection has been conferred 
under the Immigration and Refugee Protection Act; and, 

• be legally entitled to work in Canada in accordance with relevant provincial or territorial legislation 
and regulations.  

JOB DESCRIPTION: 

Our organization is currently porting our website to one that will allow for e-commerce.  It is our goal to be 
able to sell both tools and materials as well as ceramic art and pottery through our new website to ceramic 
artists and the general public. 

The motivated and organized individual in this position will be responsible for implementing this e-commerce 
system (using our updated website and existing point of sale system), communicating and providing training 
to the retail committee on the system, and generating a how-to manual for this system. 

They will add our entire inventory of tools, ceramic materials, and ceramic art/pottery to our e-commerce 
webpages, update our inventory by undertaking a full inventory recount,  adding existing and new member 
artist profiles of those who sell in our retail space, create a webpage for member artists to reference and 
receive existing information/documents - consignment contracts, jurying process etc., work with staff to jury 
and select items for sale, photograph incoming work and/or tools and create product listings, respond to 
inquiries/questions related to online sales, establish methods for and coordinate in-store pick-up by ensuring 
all items are packaged and labelled accurately, assist the Communications and Marketing coordinator in the 



 

development of marketing strategies around online sales, research shipping options (for future shipping 
options). 

This individual will also spend time in our physical retail store familiarizing themselves with the scope and type 
of ceramic work and tools/materials that we sell and participating in day-to-day operations, store displays, 
and customer service in the store. 

 

RESPONSIBILITIES: 
 

• Prepare templates for digital assets. 

• Creation of content for online platforms – potter biographies, product images and listings, social media 
posts. 

• Organizing and naming photos in archives for better accessibility. 

• Helping to reinforce our branding. 

• Receive or update consignment contracts, schedule jurying of new work (along with Communications 
and Marketing Coordinator). 

• Perform and evaluate day-to-day operations and customer service for retail store including cash 
handling, store display, and marketing and promotional activities specific to the store. 

• Communicate with artist consignees to request new stock, coordinate pickup of old stock, etc., and 
photograph new work as it comes in. 

• Update displays in store. 

• Assist with training and scheduling volunteers for the store. 

• Maintain inventory tracking. 

• Assist Clayworx staff when needed with special events as needed. 
 

REQUIRED QUALIFICATIONS: 

• Experience using Square for Retail system and dashboard (entering inventory, etc.) 

• Strong computer skills, including Google Workspace (G Suite), Microsoft Suite, Adobe Suite, and Canva. 

• Some knowledge of operations in a working artist studio (or willingness to learn). 

• Ability to communicate both verbally and in writing in a thorough, clear, and timely manner. 

• Ability to effectively work with others. 

• Previous customer service or public-facing experience. 

• Ability to handle multiple tasks, be flexible, be detail oriented, problem-solve, and prioritize in line with 
organization goals. 

• Have a current (within one year) Vulnerable Sector Check (VSC) or have one submitted/awaiting processing at 
the time of application (do not attach to application, if selected for interview please bring your VSC or proof of 
submission). 



 

 

PREFERRED QUALIFICATIONS AND TRAITS: 

• Video production/editing experience 

• High level of social competence. 

• Passion for organization. 

• High attention to detail. 

• Strong organizational skills. 

• Previous retail experience; familiarity with Square POS system including the dashboard for inventory 
entry, etc. 

• Team player. 

APPLICATIONS REQUIREMENTS: 
 
In a single PDF or WORD file (max size 5MB), please include: 

• Cover letter. 
• Resume.  
• Up to 10 images of your personal ceramics or other artwork. 
• Reference list (required) or Reference Letters (optional) – include full names, relationship to you, 

contact information. 
 
If you use Google Docs, please generate a pdf by clicking on “Print” and then selecting “Save as pdf” in the 
pull-down menu of print options. 
 

Please send your application to the Studio Technician at Clayworx via email to technician@clayworx.ca  

 

Clayworx is an equal opportunity employer committed to fostering a diverse and inclusive work environment. 
We welcome applications from all qualified candidates and encourage Aboriginal peoples, visible minorities and 
people with disabilities to apply. Any request for accommodation will be considered throughout the hiring 
process.   

 

We thank all interested applicants. Please be advised that only those selected for an interview will be 
contacted.  
 
This position is pending funding by the Government of Canada – Canada Summer Jobs program. 
 
 
Application Deadline: Sunday April 26, 2026, at midnight 
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