


Job Title:

Reports To:

Department:

Level/Career Step:

What will I be doing in this role?



Who are my customers in this role?

Who or what will I be leading in this role?



To do this role successfully what will I need to know and what 
qualifications might I need to have?



Internal use only
This job description is an accurate reflection of the role undertaken, signed by:

Post holder: Signature: Date:

Manager: Signature: Date:

our mission


	Text Field 32: Bid Co-ordinator / Junior Bid Manager
	Text Field 33: Head of Business Development
	Text Field 34: Business Development
	Text Field 35: 
	Text Field 36: The role requires general administration, qualification of opportunities, setting up and leading bid, pricing and handover meetings, a good grasp and understanding of each of the products and services allpay offers and the ability to shape winning proposals based on the service offering. This role will co-ordinate submissions with Product Managers, Directors, People and Talent, Compliance, the Business Development Team, Finance, Client Onboarding and Legal Services to qualify, and tailor proposals, ensuring bids are appropriately communicated and handed over upon award and critically analyse bid feedback to ensure the business can use it constructively. To co-ordinate responses for each bid and ensure compliance with tender documentation and requirements. Responsible for all administrative tasks such as distributing clarification question responses, tender governance processes, making meeting notes, collating information for monthly KPI reports and CRM updating. Assisting the Bid Writer in compiling, writing, editing and proofreading written quality submissions.Qualify bids through a mixture of clarification questions and liaising with product owners to ensure compatibility Take on general administrative duties, ensuring the bid library is up to date on tenders in process, awaiting award, won and lost. The role will also identify, develop and maintain department SOP's.Ensuring bids are optimised against the evaluation criteria by managing, motivating, challenging and directing subject matter experts in the business effectively and translating subject matter into winning submissions. As such the role will require good stakeholder management to build and maintain relationships with other departments.Proactively source procurement opportunities from subscription-based portals in line with sales strategy and key prospect criteria both in country and internationally. Set up bid teams, and lead meetings and handovers, co-ordinating with all the key stakeholders for the bid to cover the complete response, including: company information, quality and pricing. Management of version control of all bid administration procedures, ensuring all relevant approvals are secured pre-bid submission.Responsible for the upkeep and maintenance of a ‘Tender Library’ for storing useful facts, figures, evidence, policies etc. Improving the tender submission efficiency.Conduct debrief sessions with organisations to obtain the required quality and commercial feedback to aid continuous improvementThe post-holder will be required to undertake such tasks as may be reasonably expected within the scope and grading of the post
	Text Field 27: Both internal and external stakeholders.
	Text Field 38: To source and manage the assembly of Tenders e.g. ITTs RFPs, RFQs, PQQs co-ordinating and instructing a range of key stakeholders across each of the businesses and managing the process from qualification through to submission.

Management of version control of all bid and Framework procedures, ensuring all relevant approvals are secured prior to any quality and commercial submission.
	Text Field 28: APMP Qualified preferredBid co-ordination/management experienceExcellent use of written and verbal English to translate and shape product subject matter into winning proposalsProficient in the use of Microsoft Excel, Word, PowerPoint Ability to work to tight deadlines, manage multiple projects and perform under pressureFlexible approach to working hours to meet contract deadlinesGood communication skills with the ability to work with, motivate and challenge other departments around requirements and lead on quality and pricing meetings - competence in document formatting including the representation of graphical information. Evidence of analytical skills and attention to detail, producing appropriate, accurate, high-quality written work within challenging work limits. Sufficient numeracy to understand the implications of pricing submissions Ability to manage relationships with subject matter experts and work with them to optimise the response Excellent telephone manner and good communication skills.Ability to work well under pressure, to work flexibly and to demonstrate an ability to adapt to changing situations.A good team player who can take responsibility for own actions.Work without close supervision.Good organisation skillsGood grasp and understanding of the different products and services we offer with the ability to translate these into winning proposals.
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