
	
 

Production Assistant 

Reports to:   Associate Manager, Production + Sustainability  
Status:    Full-time, regular 
Location:   San Francisco, CA 
Exempt/Non-exempt:  Exempt, salaried 
 
Coyuchi 
 
Coyuchi was founded 25 years ago in Point Reyes Station, a small, rustic town on the Northern 
California coast. There, surrounded by ocean and forest, beach and bluff, we created a line of home 
textiles rooted in nature. Our signature bedding, made from 100% certified organic cotton, soon 
earned a loyal following among people who nurture a connection to the natural world in their lives 
and in their homes. 
With the largest selection of organic cotton bedding and bath linens, Coyuchi is becoming the 
internationally recognized source for transforming your home into a natural sanctuary that supports, 
comforts and rejuvenates –– mind, body and spirit. 
Coyuchi is a multi-channel retailer with a robust wholesale business, international distribution and 
direct-to-consumer channels that include Coyuchi.com, Coyuchi at Point Reyes Station, CA and The 
Coyuchi Shop at ABC Home in New York. 
 

Position overview 

The Production Assistant is responsible for supporting the daily operations of the Product team. 
Under the direction of the Associate Production Manager, the Production Assistant will be 
responsible for maintaining the seasonal line list, ensuring production samples are accurate and 
timely, and tracking key milestones to ensure time and action calendars are met. This role is critical 
in helping to keep production in full compliance with all brand requirements.  

 

Responsibilities  

Maintains the seasonal line list with accurate and complete product details   

Monitors sample and swatch status for marketing and sales, check receipts against specs + 
communicate comments as needed 

Updates seasonal packaging grids and ensures that design/pd specs are met for all trims  

Tracks wash and product testing for new developments and communicate results to all relevant 
teams 

Tracks active certifications for vendor base  

Assists with product inquiries, QC issues and vendor claims and helps communicate issues and 



resolution to all relevant teams   

Participates in departmental projects as needed  

 
Qualifications 
 
College degree in textiles, 1-2 years pd or production experience a plus 

Strong organizational skills, ability to multi-task and work independently  

Strong proficiency in MS office 

Adobe Creative Suite knowledge a plus 

Must be detail oriented and maintain high level of accuracy 

Strong verbal and written communication skills 

Flexible team player w/a passion for sustainability  

 
Expectations 
 
The Production Assistant will be passionate about unique, beautiful and responsibly sourced 
product. She/he must be organized, able to handle multiple priorities and be able to communicate 
clearly on product details. They will have the ability to focus on the small details that keep Coyuchi’s 
certified organic products of the highest quality and support a growing number of product 
categories. 
 
To apply for this position, please provide the following information to jobs@coyuchi.com: 

• Resume 
• Compensation expectations 
• Cover letter with answers to the following three questions: 

o Why is organic important to you? 
o What does our tagline Nature Comes Home mean to you? 
o What excites you about Coyuchi? 

 
Thank you for your interest in Coyuchi. 
 
 
 
 
 


