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InsideAsia Tours Ltd, an award-winning travel company offering group tours, tailored travel and 
cultural experiences across Japan, Vietnam, Cambodia, Laos and Burma. 

 

Job Title:  Small Group Tours Operations Assistant   
Start date:  As soon as possible   
 
This is an administrative position based in our UK office. You will be supporting the Group Tours 
Manager and the team in their work operating our small group tours. 

 
You will be responsible of the daily administration of group tours, and your principal duties will be: 
 

 Generating, editing, checking and dispatching group tours ‘info-packs’ (tour itineraries, client 
letters, etc.) and other customer facing documents 

 Generating, editing, checking and emailing tour leader documents such as cash sheets and 
passenger manifests generated from the company’s content management system (CRM) 

 Assisting the sales team in managing their schedule of contact with group tour clients by 
planning tasks and sending email reminders 

 Data entry and maintaining of spreadsheets 

 Updating and maintain tour itineraries in the company’s content management system (CRM) 

 Preparation of necessary documents to requests room allocations from partner hotels 
 
Other duties will include: 
 

 Liaising with the sales teams in the UK, US, Japan offices in checking clients arrangements, 
altering client travel documents accordingly, making sure documents are edited to the same 
standards and delivered on time across all offices 

 Liaising with the operations teams in Japan and Indochina to check group tour arrangements 
and services, and making sure arrangements are correctly noted in the documents for the 
clients and the tour leaders   

 Liaising with wholesale partners and suppliers 

 Updating our info-pack resources, for example updating hotel maps or descriptions  

 Doing minor updates to small group tours content on our website 

 Keeping the sales availability up to date on our website 

 Other administrative tasks as the needs arises

This position will test your organizational and administrative skills. Excellent attention to detail is of 
utmost importance. You will require very high levels of accuracy and be able to work to strict 
deadlines, be able to organize your workload and priorities to achieve desired objectives. Efficiency 
is also of utmost importance; you will regularly review how you work to maximize output, whilst 
keeping the quality of experience and the best in customer service at the heart of what you do. You 
will also be expected to be a good team worker, be proactive, outgoing and enthusiastic. 
 



 

You will need to demonstrate proficiency in MS Office programs, particularly Word (formatting, 
using templates and bookmarks, etc.) and Excel. You are a quick learner on the computer. 
 
Previous travel industry experience, experience of database and customer relationship management 
(CRM) software are ideal. Solid English language skills will be necessary as you will have to 
communicate effectively with members of a large international team, and revise customer facing 
documents. Some Japanese language skills will be an advantage.  
 
A good grasp of web search and using Google maps would also be a benefit. A passion for travel and 
good knowledge of travel in Japan and in Indochina will also be of benefit.  
 
Pay and Benefits 
 
Starting salary:  £18,685 per annum 
 
Hours:  40 hours per week (normal hours 9am to 6pm, with 1 hour for lunch) 
 
Holiday:  23 days plus statutory bank holidays 
 
Bonus: We have a discretionary annual performance-related company bonus, based on one month’s 
salary.  
 
Pension scheme:  we will be operating an auto-enrolment scheme with effect from 1st April 2017. 
The company will contribute 3% of your monthly salary into the fund; the current minimum 
employee contribution is £1. 
 
Probation period:  6 months, can be extended by 1 additional month if necessary.  
 
Travel to work: we encourage our employees to either walk, cycle, use a park and ride or bus or 
train service. If driving by car, parking would be in a public car park at own cost; there is no parking 
available at the office. We run a Cycle2work scheme for employees, following successful completion 
of the probation period. 
 
Candidates will need to have the right to work in the UK. For this position we are unfortunately 
unable to sponsor visas. 
 
Report to:  Elisa Ferroni (Group Tours Manager) 
 

If the above role is of interest, please apply now by sending an up-to-date CV and complete the 
attached application form, showing how your skills and experience match the job description, 
to: jobs@insideasiatours.com 

To see the application form, please click here 
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