
CAREERS - O&G STUDIO 
 
PRODUCTION / FULFILLMENT ASSISTANT 
 
O&G’s Design Development department is seeking a part-time Production and Fulfillment Assistant to help 
with the execution production orders and shipments for our clients.  We’re seeking a motivated and capable 
person who is interested in exposure to the business of American manufacturing and order fulfillment.  No 
technical experience necessary, related experience is okay.  Must be willing to learn, follow systems, and work 
closely with others on a wide variety of tasks.   
 
 
Responsibilities: 

- Package and prepare products for shipment efficiently and systematically 
- Maintain quality standards of products passing through O&G and between vendors 
- Inventory 
- Maintain organized work stations 
- Find and execute solutions to production challenges 
- Assist in administrative tasks that require close collaboration with managers 
- Adhere to production schedules 
- Transport products between local manufacturers and vendors 

 
Requirements: 

- Bachelor’s degree preferred, but not required 
- Inclination towards technical information and details 
- Familiarity with Microsoft Office 
- Ability to manage and prioritize multiple projects with minimal supervision 
- Valid Driver’s License 
- Ability to plan and execute volume orders 
- Precision and attention to detail 
- Care and pride in quality output 
- Must be able to safely handle material up to 100lbs  

 
 
Beneficial technical experience: 

- Positive energy 
- Familiarity with Adobe Creative Suite 
- Mechanical knowledge and ability to maintain equipment 
- Metal and Woodworking experience with hand tools, power tools, finishing, and shop safety 
- Jewelry fabrication skills 
- Excellent organizational skills 

 
 
Applications must include: 



- A cover letter touching on: 
o Why you want to work for O&G 
o How you approach your work 
o How you work with others. 

- Resume 
- Representative images of you work 
- 2 Professional references 
- Start Date availability 

 
Logistics: 

- This is a part-time position 
- Pay commensurate with experience 

 
 
Email Applications to:  andrew@oandgstudio.com 
Subject Line:  Production Assistant 
 


