
 

Office Administrative Assistant (Full-time) 
 

The position: 

InsideAsia Tours Ltd (IAT), a growing travel company with an office based in downtown Boulder, Colorado 

is currently recruiting for an Office Administrative Assistant. 

 

You will provide administrative and operational clerical support to the IAT US branch and all staff under 

the supervision of the Office Manager. Responsibilities may include meeting & greeting guests, answering 

phones, maintaining filing system and storage room, ordering/stocking office supplies, printing/preparing 

documents and sales materials, processing incoming and outgoing mail, monitoring Japan Rail Pass (JRP) 

orders, JRP ticketing, data entry, scheduling/organizing office events, and keeping the office clean and tidy. 

 

Most of your time will be spent interacting with people both internally and externally to ensure the branch 

office runs smoothly, and you will be required to have strong communication, multi-tasking and time-

management skills.  

 

You will work within the office administrative team to provide an efficient and productive office 

environment to all staff in order to achieve the US branch sales targets and also individual Travel 

Consultants’ targets.  

 

Principle areas of responsibility: 

 Welcoming visitors, answering phones, answering and referring inquiries 

 Receiving and sorting daily mail and deliveries 

 Creating shipping labels and visiting USPS/FEDEX/UPS offices to send mail 

 Organizing documents and maintaining the filing system 

 Ordering/Stocking office supplies and maintaining the storage room 

 Printing/Preparing documents, sales materials and travel packages for clients 

 Operating the JRP Web Shop, monitoring JRP orders & inquiries, and ticketing JRP vouchers 

 Coordinating meetings and other branch events 

 Providing logistical support to visitors from other offices 

 Communicating with organizations which provide OA-related services 

 Data entry and preparing expense sheets 

 Managing time appropriately between all assigned tasks 

 Keeping the office nice, clean & tidy 

 Other tasks as directed 

 

Key skills and qualities: 

 Highly motivated, well organized and responsible individual with the ability to handle a large 

variety of simultaneous tasks 

 Experience working as an administrative assistant or a front office member with a high level of 

professionalism 

 University/college undergraduate/bachelor’s degree 

 Intermediate to advanced Microsoft Office skills (Word, Excel, PowerPoint and Outlook) 

 Excellent verbal and written communication skills 

 Self-starter with excellent multi-tasking, time-management and prioritization skills 



 

 Dedicated and respectful individual with the ability to be a team player in the office 

 Interest in Japan and other foreign countries  

 Basic Japanese language skills (preferable but not required) 

 

Report to: 

Office Manager 

 

Probation period:  

6 months, which can be extended by 1 additional month if necessary.     

 

Pay and benefit: 

Starting salary US$28,420-$29,943 (depending on skills and experience) gross per annum, plus annual 

bonus evaluated by performance.  

 

Full-time employees (40 hours per week, 9:00-18:00 with 1 hour for lunch break ) enjoy an excellent 

benefits package, including medical and dental insurance, 20 days paid vacation, and 401k with company 

match (all after required probationary period). RTD ECO Pass.  

 

(Attention) 

Candidates will need to have the right to work in the US. For this position we are unfortunately unable to 

sponsor visas. 

 

Apply:      

Application closing date: Sunday 9th July 2017    

Interviews from: Monday July 24th 2017     

Start date: Tuesday 5th September 2017    

 

If this role is of interest, please apply now by sending an up-to-date CV and comprehensive covering 
letter, showing how your skills and experience match the job description, to: 

jobs-us@insidejapantours.com 

    

If you have any questions about the company, the position itself, or submitting your application, please 

contact:     

Email: jobs-us@insidejapantours.com 

    

    

    

 

mailto:jobs-us@insidejapantours.com
mailto:jobs-us@insidejapantours.com

