
 

Special Groups Executive (UK based) 

InsideAsia Tours Ltd is currently recruiting for a Special Groups Executive to be based in the UK office. 

The Position 

At InsideAsia Tours we operate a range of trip styles - for individuals and groups; for our own worldwide 

clientele; and for tour operator partners for whom we act as ground handler. 

The Special Groups Executive is a hands-on role responsible for the sales and delivery of special interest 

groups including schools, sports teams and privately arranged ad-hoc tours. 

The majority of this business sits within the InsideJapan brand, though we aim to expand into our other 

brands, InsideVietnam and InsideBurma over the coming years. 

You will work very closely with the Special Groups Manager and the Group Tours Operations team based 

in Nagoya. 

 Your principal areas of responsibility will be: 

• Business development - research potential new customers. 

• Contact potential customers by telephone and field incoming enquiries 

• Provide clear and accurate information about tour prices and inclusions. 

• Maintain ongoing contact with potential customers by phone and mail. Create strong 

relationships in order to encourage repeat business. 

• Maintain accurate and up-to-date computer records and documentation about all customers. 

• Designing, pricing, selling and coordinating delivery of group tours for the education sector, 

special interests and sports clubs. 

• Promoting our services through school, college and university visits and other relevant events. 

• Overseeing the administration and successful delivery of these tours, working closely with the 

Operations team based in Nagoya. 

 

• Troubleshooting and complaint handling 

Key skills and qualities: 

• A highly motivated, well-organised individual with the ability to handle a large variety of 

simultaneous tasks. 

• Excellent customer service and sales skills, showing proven ability to deliver proactive 

outbound sales. 

• A high level of productivity & accuracy – able to get a lot done at a high level under 

pressure. 

• Excellent understanding of tour operating. 

• Excellent written skills, IT skills and good with numbers. 



 

• First-hand knowledge of Japan as a travel destination 

You must have experience of working within a tour operator and of working with group tours. 

The following skills and experience are desirable but not essential: 

• Basic Japanese language skills 

• First-hand knowledge of Indochina and Burma 

Research and Training 

Visits to Japan and potentially other countries for research, quality control and liaison with overseas staff 

and suppliers will take place at least once every two years. 

Pay and Benefits 
 
Starting salary: £24,850 + per annum (depending on skills and experience)    
 
Hours: 40 hours per week (normal working hours 9am to 6pm, with 1 hour for lunch) 
 
Holiday: 23 days paid holiday plus statutory bank holidays 
 
Bonus: The Company offers a performance-related bonus scheme where the maximum payment 
available is 125% of monthly salary 
 
Pension: An auto-enrolment workplace pension scheme is offered to employees; Company contribution 
is 3% of gross monthly salary, with a minimum employee contribution of 2% from April 2018. 
 
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. 
 
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: Samantha Hall, Special Groups Manager  

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 

mailto:jobs@insideasiatours.com


 

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 Bristol 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. 


