
 

Finance Assistant  (Maternity Cover) 
 
InsideAsia Tours is looking for an enthusiastic, adaptable and numerate Finance Assistant to join this 
growing, award-winning specialist travel company.  
 
The role 
 
You will play a key role in processing financial data from our international offices. Working closely with the 
Financial Controller and the Finance team, you will be recording receipts and payments, processing 
invoices, and inputting data from our customers, suppliers and employees.  
 
The successful candidate will ideally have relevant office accounts experience, and be keen to apply their 
numeracy skills to drive the continued growth and success of the business.   
 
Main responsibilities: 
 

- Payments and Receipts 

- Sales and Purchase Ledgers 

- Credit Control including Agent Statements and Final Invoices 

- Banking cheques and cash handling  

- Maintaining spreadsheets 

- Supporting the handling of financial data from overseas branches; 

- Clerical tasks such as filing, handling phone calls, emails and dealing with mail; 

In addition to the above functions the applicant is required to carry out other duties as required from time 

to time. 

 
Experience / Key Skills required: 
 
Attention to detail and high level of accuracy is important for this role, as well as being able to work 

brilliantly in a team. Intermediate use of Excel will be essential, plus knowledge of Sage300 (Accpac) or 

QuickBooks systems would be advantageous, together with knowing the ABTA SPS Systems for both Tour 

Operator and Agent. Ability to multi-task, prioritise and manage your own workload as well as being 

professional, discrete, trustworthy and reliable, along with the skills to communicate effectively with a 

variety of audiences, would be key to a successful application. 

 
Pay and Benefits 
 
Starting salary: £20,710 to £21,740 per annum (depending on skills and experience)    
 
Hours: 40 hours per week (normal working hours to be negotiated, including an hour for lunch) 
 
Holiday: 23 days paid holiday plus 8 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. The 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. 
 
Report to: Naomi Rogalska, Financial Controller  

 
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). 
 
 

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 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. 
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