
Studio Coordinator – Retail & Welcome 
Do you enjoy helping people, staying organized, and being part of a creative 
environment? 

Threaded from Heaven is looking for a dependable, organized, friendly, and creative Studio 
Coordinator to help manage the day-to-day customer, retail, and administrative needs of our 
sewing studio and fabric shop. 

This is a hands-on position for someone who enjoys interacting with customers, keeping things 
organized, and helping a small creative business run smoothly. The Studio Coordinator is often 
one of the first people our customers and families interact with and plays an important role in 
creating a warm and welcoming studio experience. 

What You'll Do 

As the Studio Coordinator, you will: 

●​ Welcome customers, students, and families into the studio. 
●​ Assist customers with class, camp, workshop, and event questions. 
●​ Support registrations, scheduling, and routine customer account needs. 
●​ Answer phones, respond to emails, and assist with customer communications. 
●​ Support retail sales of fabric, sewing notions, yarn, kits, patterns, and other studio 

products. 
●​ Learn our classes, programs, and products so you can confidently assist customers and 

make appropriate recommendations. 
●​ Process retail purchases and help maintain an organized checkout area. 
●​ Assist with receiving, stocking, organizing, and monitoring retail inventory. 
●​ Help maintain attractive retail displays and an inviting studio environment. 
●​ Assist with class and event preparation as needed. 
●​ Support basic marketing activities, promotions, email communications, and social media 

as assigned. 
●​ Help maintain studio organization and daily operational readiness. 
●​ Communicate information between customers, instructors, and management. 
●​ Assist with other administrative and studio responsibilities as needed. 

 

 

 

 



What We're Looking For 

The ideal candidate: 

●​ Is friendly, professional, and comfortable interacting with customers of all ages. 
●​ Has strong organizational skills and attention to detail. 
●​ Communicates clearly and professionally by phone, email, and in person. 
●​ Is comfortable learning computer-based registration, scheduling, retail, and 

administrative systems. 
●​ Can manage multiple responsibilities and adjust priorities when needed. 
●​ Takes initiative and notices what needs to be done. 
●​ Is dependable, punctual, and follows through on responsibilities. 
●​ Works well independently and as part of a team. 
●​ Enjoys working in a creative, small-business environment. 
●​ Has an interest in sewing, fashion, fabric, crochet, fiber arts, crafting, or other creative 

activities. 

Sewing knowledge is a plus, but is not required. We are looking for someone who is willing 
to learn about our programs and products so they can confidently assist our customers. 

Schedule 

30–35 hours per week 

This position requires availability during a combination of weekday daytime and evening hours 
based on studio needs. 

The Studio Coordinator is also required to work a minimum of two Saturdays per month. 
When scheduled to work on a Saturday, the weekly schedule will be adjusted to include a 
weekday off so that scheduled hours remain within the position's regular weekly range. 

Flexibility is important, as occasional schedule adjustments may be needed for special events, 
camps, workshops, or other studio activities. 

Compensation 

Starting at $15 per hour 

Starting compensation may be based on relevant experience, demonstrated skills, and 
qualifications. 

 

 



Growth Opportunity 

The Studio Coordinator is an important part of Threaded from Heaven's studio operations team. 

A strong Studio Coordinator who demonstrates leadership, sound judgment, organization, 
initiative, knowledge of studio operations, and the ability to support staff and customers may 
have opportunities for increased responsibility and future advancement within the studio. 

About Threaded from Heaven 

Founded in 2018, Threaded from Heaven is a sewing studio and fabric shop in Suwanee, 
Georgia. We provide hands-on sewing and crochet classes, camps, workshops, events, and 
creative experiences for children, teens, and adults. 

In addition to our educational programs, our shop offers a curated collection of fabrics, sewing 
notions, yarn, kits, patterns, and other creative supplies. 

We're passionate about teaching, creativity, and creating a welcoming community where people 
can learn new skills and experience the joy of making. 
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