
 

Finance Assistant (US)                                            Full time (40 hours), start: April 2018 

 

InsideAsia Tours are looking to recruit an Accounting Clerk for their office in central Boulder, Colorado. 

This is an exciting position in a growing company, and a chance to join the US team at a critical stage 

of its development.  

You will be responsible for financial administration in a branch with a turnover of approximately 

$13m, and looking after some 3,500 customers per year.  

You will be working alongside our external accountants in the US, and under the supervision of our 

Financial Controller who is based in the UK. You will be working with our Sage accounts system as part 

of an international team.  

You will need to be confident with accounts software (ideally Sage 300, but we can teach this easily 

to a capable person), and IT in general, and be excited about working in an international environment.  

 

We are looking ideally for someone with experience as an Accounting Clerk, who is looking to take 

the next step in their career. Our growing office will provide an ideal opportunity for someone who 

wants to develop their skills. 

Full training will be provided in our office in Boulder, CO, USA office, and/or in our Bristol, UK head 

office.  

 

Key skills are: 

- Understanding of basic accounting principles 

- Book keeping 

- Attention to detail 

- Use of accounting software 

Main duties will include: 

- Financial administration for the US office 

- Organise filing of receipts, bills, tax reports etc 

- Bank account reconciliation 

- Recording direct costs 

- Accruals and pre-payments 

- Asset registration and depreciation 
- Accounts entries in to our central Sage accounts 

- Processing client payments & reporting on payments due from clients 

- Managing and paying office expenses 

- Compiling payroll data and processing payments 

- Recording inter-company charges 

- Coordinating with our external accountants 

 



 

Pay and conditions 

USD $34,500 to USD $41,000 (depending on experience) p.a. plus annual bonus 

40 hours per week; 20 Paid Vacation Days 

Full healthcare (including dental); Company 401 (k), both after a 6 month probationary period, Eco P 

 
About the Company 

InsideAsia Tours Ltd (IAT), is a growing travel company whose head office is in Bristol, with other sales 

branches located in Boulder, Colorado and Brisbane, Australia, and an operations branch based in 

Nagoya, Japan. The company consists of specialist travel brands, InsideJapan Tours which was 

established in 2000, InsideVietnam Tours which specialises in travel to the Indochina region, and 

InsideBurma Tours which focuses on Burma (Myanmar). The multi-award winning InsideJapan brand 

is one of the world’s largest and most respected independent providers of travel to Japan. The 

company offers unique group tours, tailored travel, and cultural experiences that few get the chance 

to discover.  

 

Our team have had years of experience living, working and travelling in our destination countries, and 

we offer unrivalled advice and support, whatever the customer budget or personal interests. Our 

holidays grant people the chance to experience both the popular and little-known aspects of Japan, 

Burma, and Vietnam culture, giving customers an insight into the diverse character of the relevant 

country. 

 

You will be joining the Boulder team and expected to bring fresh ideas and skills. In return, you will be 

working in a vibrant office with a great team of employees all with a passion for the destinations, a 

belief in the brands and a strong sense of collective values and purpose. Our work culture is 

supportive, creative and dedicated and is at its best when we all try to lead by example; the more you 

put in, the more you and the team get out, and it will be important that you play your part.  

 

Everything the company does aims to be in line with its five core values: Trustworthy, Knowledgeable, 

Ethical, High Quality, Friendly. These are at the heart of the organisation and the company looks to 

hire individuals who will demonstrate these values on a daily basis. 

 

If the above role is of interest, please apply now by sending an up-to-date CV, and comprehensive 
cover letter showing how your skills and experience match the job description, to: 
jobs@insideasiatours.com. Your application will be acknowledged after the closing date. 
 
 

Report to:  John Kane, US Branch Manager  

mailto:jobs@insideasiatours.com

