
Ecommerce Data Administrator 

Job Description 

Whybee Limited is a dedicated e-commerce company based in Rossendale, 

Lancashire. Founded in 2003 as a small family company, we have grown rapidly to 

successfully become an industry leading online distributer for numerous international 

brands. We specialise in manipulating and adding value to manufacturer raw data to 

enable high quality, brand focused and content packed product listings on eBay, 

Amazon and websites. We distribute premium branded items in product groups 

including automotive, motorsport, adventure sports, toys and hobbies. We deal direct 

with over 40 suppliers, around 100 brands, sell on 15 online channels, and process 

between 1000 and 3000 orders per day from our warehouse. This is a fast paced, 

constantly changing and challenging business environment. 

We are looking for somebody to assist the sales director in maintaining and updating 

our existing database of products and managing our ecommerce software. You will 

have excellent Excel skills and a proven knowledge of selling a large inventory of 

items across websites and marketplace channels. You will be able to manage and 

create flat files for upload and have a good eye for accurate data entry and collection 

to maintain our products. This position is suitable for a graduate with proven track 

record or somebody looking to expand or grow their ecommerce skills to the next 

level. 

Daily tasks would include:  

 Sourcing product details from manufacturer's website, physical/digitalized 
catalogue or other sites (web scraping) 

 Writing persuasive product descriptions to attract potential buyers 
 Keying in product features and specifications  
 Product data uploading 
 Adding product images  
 Adding prices for the products  
 Adding, deleting, or updating the products and their information 
 Arranging products as per categories and subcategories  
 Adding SEO-friendly Meta tags (title, keywords and description) to the product 

pages  
 Adding details of discounts, coupons, offers etc. into the database  
 Adding information about the related products for cross-selling & up-selling  
 Back-office support (order processing, invoice entry, or shipment tracking)  

Required skills: 

 Excellent knowledge of Microsoft Excel including VLOOKUP formulas 

 Experience of Ecommerce selling platforms, Volo, Channel Advisor or similar 
Experience of selling on Amazon, eBay and other Marketplace channels 

 Excellent attention to detail and intricate information 

 Experience of managing or maintaining an Ecommerce website  
 
 



 

Control & Responsibility: 

 Ensuring the company complies with all relevant online trading policies and 

regulations 

 Responsible for product listing efficiency and best practice 

 Ensuring new products are uploaded in a timely fashion to our database 

 Ensuring all stock is listed correctly with the agreed strategy and margins 

 Ensuring products are listed with the correct shipping profiles 

 

 

The type of person we’re looking for: 

 You’ll have experience in a similar role, preparing and collating raw data for 
upload to online sales platforms. 

 You work well to deadlines & have excellent multi-tasking skills 
 You are highly responsive and will thrive in a fast trading business 

environment 
 You have good knowledge of basic finance criteria for an online business 

such as net prices, listing fees, VAT rates, postage and profit margins. 
 You have a keen eye for detail, ability to spot errors and missing data. 
 You have excellent communication and presentation skills (written, verbal and 

visual) 
 You are passionate about presenting products online in the best possible way, 

always thinking about the customer first and what they require from the 
products 

 You are able to work closely and professionally with all our suppliers to 
maintain our successful business relationships 

 Last, but not least, you can demonstrate a true passion for our products and 
brands 

 

Future: 

This is a fantastic opportunity for an ambitious person to join our team, learn the role, 

show us your skills and then progress within the company. Future roles may include: 

 Becoming part of the buying team with an influence over large stock 

purchases and special offers 

 Expanding the sales team to manage new members of staff 

 Developing new listing methodology and internal processes 

 Creating new websites and listing platforms 

 Expanding sales internationally 

 



Location: Rossendale, Lancashire (Approx 20mins north of Manchester) with good 

access to M60/62/65/66 motorways 

Job Type: Full Time 

Term: Permanent Contract (subject to successful 3 month probation period) 

Hours: 40 per week (30 mins paid lunch break) 

Start & Finish Time: Flexible (between 7am and 6pm Mon to Fri) 

Salary: Depending on Experience 

To Apply: Email your CV and covering letter to mark@whybee.co.uk 


