Account Executive – Project Administrator 

Location: Frome, Somerset (Office-based)
Salary: £25,500 - £32,500 depending on experience + Quarterly Team Bonus Scheme (after probation)
Type: Full-time or Part-time (minimum 25 hours per week, ideally spread across Monday–Friday)

About Us

We’re a small but mighty team designing and manufacturing bespoke bags, fabric packaging and branded products for leading global brands and creative agencies. From our studio in Frome, we deliver end-to-end solutions – from concept and sourcing through to production across our UK and Far East facilities.

We’re collaborative, fast-moving and hands-on – no two days look the same, and every project brings something new.

This is an office-based role at our Frome studio, so applicants should be within a commutable distance and happy to work on-site as part of our collaborative team.

The position is full-time (35 hours per week) – typically Monday to Friday, 9am to 5pm with a one-hour unpaid lunch break. We’re also open to considering part-time applicants (minimum 25 hours per week), ideally spread across the week.

The Role

We’re looking for someone energetic who loves solving client challenges and making things happen. You’ll support our Account Managers in delivering creative product solutions, managing enquiries, coordinating suppliers, and ensuring every project runs smoothly from idea to delivery.

This is a brilliant opportunity for someone with agency, B2B or project coordination experience who’s ready to grow into a client-facing role with real ownership.

Full training and onboarding provided.

What You’ll Be Doing

· Responding to incoming enquiries and converting warm leads into orders
· Managing key client accounts and building lasting relationships
· Interpreting client briefs and proposing product ideas
· Sourcing products, preparing proposals, raising quotes and purchase orders
· Coordinating timelines with suppliers and production teams
· Tracking projects through to delivery
· Occasionally attending client visits, suppliers or trade events

What We’re Looking For

· Strong Excel and admin skills – you love staying organised
· A calm, proactive problem-solver who gets things done
· A confident communicator – phone, email or face-to-face
· Experience in a B2B environment (agency, account management or sales support is ideal)
· Creative flair and adaptability – perfect for someone who enjoys variety
· Bonus: Experience in textiles, merchandise or product sourcing.

Why You’ll Love Working With Us

· Friendly, supportive team where your ideas are heard
· Quarterly company bonus (after probation)
· 5.6 weeks holiday (inclusive of bank holidays) + an extra day for your birthday
· Company pension
· On-site parking

How to Apply

Send your CV and a short cover letter explaining why you’re interested in this role to talent@wurlin.com

