
 

Sales Support Administrator 
     

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

now recruiting for full-time Sales Support Administrator to add to our current team.  

 

InsideAsia Tours is a young and dynamic travel company based in Bristol, UK. Our three brands are 

InsideJapan Tours, InsideVietnam Tours and InsideBurma Tours. The company also has offices in Nagoya, 

Japan and Boulder, CO, USA, and Brisbane, Australia. We organise small group tours and tailored packages 

for private clients and third-party travel agents. The majority of our customers are UK-based, but we also 

have a significant volume of customers from North America, Australia, and other parts of the world. As an 

operator specialising in only three destinations, coupled with our ground handling office in Japan, we are 

in a unique position in the market. 

 

Our offices are hard-working and fast-paced but friendly and welcoming – we are a genuine team and the 

effort that everyone puts in to moving the company forward is valued and rewarded. Our work is 

challenging but rewarding and you will be making a genuine difference to our clients’ holiday experience. 

 

The Position    

You will be working with our InsideAsia sales teams, providing administrative assistance and sales 

support to enable the teams to function as effectively as possible. This is a salaried position.    

  

Your primary duties will be:       

 Writing and printing trip documents (Info-Packs) for customers who will be travelling to Japan.   

 Making various travel arrangements including accommodations, guides and other services, 

checking hotel availability by phone in Japanese and online systems in both English and 

Japanese.  

 Undertaking research and translation for travel consultants.  

 Supporting seasonal and ad-hoc administrative projects as directed by the Sales Support           

Co-ordinator.  

    

Other duties will include:    

 Checking and updating travel and product information held in our database.  

 Creating maps and other client resources using Photoshop. 

 Ticketing for Japan Rail Passes and IC Transport Cards. 

 Welcoming visitors, answering phones, and answering and referring inquiries (both in English 

and Japanese). 

 Shipping sales materials and travel packages for clients. 

 Other tasks as directed   

    

Key Skills and Experience:    

 Experience providing administrative support in a professional office environment  

 Good understanding of the geography of Japan and how to travel through the country  

 Professional level of fluency in both written and spoken English and Japanese 

 Keen attention to detail and ability to remain calm under pressure   

 Proactive, organised and detail-oriented, with well-developed problem-solving skills  



 

 Ability to take initiative, anticipate workload, and meet deadlines. 

 Excellent communication and team-working skills  

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

 Experience living, working, and travelling in Japan is a plus.   

    

You will be initially reporting to the US Branch Manager and working closely with the US Sales Support 

Coordinator. You will be based in the US office in Boulder, Colorado, working Monday to Friday.   

 

Probation period:  

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

 

Pay and benefit: 

Starting salary US$28,420-$31,465 (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 will be scheduled for: the week of 31st July 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 
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