
 

InsideAsia Tours - Sales Team Leader Job Description 
 

Role Overview:  The Sales Team Leader is responsible for leading and motivating their team to 
exceed the team sales targets and deliver top customer service. They will ensure that each team 
member’s sales and customer service meet company expectations and that company values are 
being promoted and adhered to. They are responsible for identifying development needs and 
knowledge gaps, and play a key role in designing and delivering training and support, and ensuring 
its ongoing implementation. They are the first point of escalation for any problems and should 
authorise suitable action by their team in the majority of cases.  
 
They report to the Sales Director and work closely with other Team Leaders to promote best 
practice and ensure peer-to-peer learning. 
 
Principal duties 

Sales Team management 

o Providing the first line of management support; responding to team questions 
and issues 

o Devise engaging sales incentives and challenges to motivate and reward 
attainment of team sales targets 

o Proactively monitor team workload, sales and customer service and reporting 
KPIs to Sales Director 

o Assisting with time management and task prioritisation in busy periods 
o Leading weekly catch ups with team members 
o Leading call blocks and collective team actions, such as proactive selling and 

client courtesy calls 
o Playing a role in the recruitment and training of new starters 
o Providing extra support for new starters during their 6 month probation period 
o Carry out checks on bookings at various stages – first itinerary (new starters), 

confirmation (all consultants), Info-Pack (new starters), group tours (all 
consultants) 

 
Enquiry management 
 

o Distribution and tracking of new enquiries among own team 
o Coordinating with sales management colleagues to ensure enquiry management 

balanced across IAT  
o Ensuring enquiries distributed according to capacity of individual team members 
o Ensure sufficient phone coverage within team at all times of day 
o Manage team holiday time to ensure adequate capacity within team 

 
Customer service 
 

o Support for complaint-handling and operational issues  



 

o Liaise with Sales Support and operations/ customer support team to ensure 
effective collaboration 

 
Training and development 
 

o Promoting a culture of self-analysis and peer support within the team 
o Leading appraisals and ensuring follow up through effective Personal 

Development Plans 
o Involvement in design and delivery of group and individual training 
o Ensuring training is implemented and embedded 

 
Other tasks 
 

o Deputising for Sales Manager/Director where necessary 
o Responsibility for a certain aspect of sales team management may be allocated 
o Other reasonable tasks as requested by Sales Manager and/or Directors 

 
Key skills and qualities 
 

o Positive, mature and self-motivated character 
o Strong interpersonal skills 
o Ability to guide and coach others to fulfil their potential  
o Confident in presenting to groups 
o First rate communicator 
o Excellent IT skills, particularly knowledge of Axum 
o Knowledge of Japan and Vietnam 
o Flexible and able to multi-task 
o High Productivity – able to get a lot done 
o Committed to IAT values and supportive of management initiatives 

  
Other 
 
As a senior member of the team you will be expected to be flexible in your working hours, to 
take a share of time with the emergency duty phone (on a rota basis) and to be available to deal 
with incidents whenever they may occur. You will be expected to show leadership and 
contribute positively to the management of the company. There may be opportunity on 
occasion to visit our other sales offices for training or support purposes. 
 
Pay and Benefits 

Starting salary from AUD $54K (depending on skills and experience) gross per annum, plus sales-

related bonus (on target earnings up to $12K in the first year); 20 days paid annual leave, plus 

public holidays; 9.5% superannuation.  

 



 

Probation period:  6 months, can be extended by 1 additional month if necessary.  
 
Candidates will need to have the unrestricted right to work permanently in Australia. For this 
position we are unfortunately unable to sponsor visas. 
 
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. 
 
 
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 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 Brisbane 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. 

 
Report to:  Tim Oakes, Branch Manager  
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