


SharePoint Version Number: 0.2  Author 
SharePoint Reference Number: 72681  Jess Stone 
 

 

Classification Level Page 2 of 3 Date Printed: 07/09/2018 16:24:00 
Public 

 

 
ROLE OF DEPARTMENT 
 
The Tenders team is responsible for creating business winning documentation to an exceptionally high 
standard. It is critical that work produced is of a standard that guarantees the best possible chance of 
securing a tender bid by creating professional bid winning documentation. 

 
 
 KEY RESULT AREAS 
 
Check various Tender Search systems on a daily basis and identify any contracts which may be of interest to 
the Company, either to bid or for market intelligence purposes.  

 
Through effective project management, plan and allocate key stages of individual tender projects within 
specified time frames.  Communicating requirements, deadlines and expectations to key stakeholders. 

 
Responsible for the written and editorial aspects of bid compilation, objectively appraising to structure an 
effective response.  
 
Responsible for calculating and manipulating high level financial information into complex pricing schedules, 
along with creating aggregate costing summaries. 
 
Working to tight deadlines to produce bid winning submissions. 
 
To project manage bids and work with a range of internal stakeholders such as Legal, Compliance, Sales and 
Implementation to translate requirements and produce responses that fit our services around requirements. 
 
To initiate debrief requests following unsuccessful tender submissions to aid a better understanding of 
competitors, allowing the company to evolve and develop, strengthening its overall position. 
 
Responsible for ensuring the workload is completed consistently ahead of the deadlines set by the tendering 
authority and the Bid Manager. 
 
To develop a comprehensive and in-depth knowledge of the company, its products, services and 
competitors. 
 
To supply the company’s Directors with relevant research and market intelligence, providing guidance on 
relevant strategy and pricing proposals ensuring bids are both financially and technically competitively 
pitched. 
 
To understand the legal ramifications ensuring provision can be met to the standards outlined within a 
submission.  
 
To source, understand and interpret technical data from internal departments and operational teams 
including; IT, Compliance, Sales, Marketing, Finance and Legal, translating into layman’s terms to construct 
compelling and readable text ensuring a bespoke and workable solution is offered. 
 
Proofreading of material and the work of others, providing constructive feedback to ensure a submission of 
the highest standard is achieved.  
 
Responsible for ensuring full compliance with the current legislative procedures as well as developing and 
keeping up to date with Public Sector formal OJEU tendering processes. 
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To contribute and maintain an effective and constantly evolving reference library.   
Responsible for updating spreadsheets, databases and company sales records and to consistently and 
accurately update the CRM to enable relevant knowledge to be distributed company wide.  
 
“The post-holder will be required to undertake such tasks as may be reasonably expected within the scope 
and grading of the post”. 

 
 
ADDITIONAL KEY DUTIES 
 
 
KNOWLEDGE, TRAINING, EXPERIENCE & SKILLS REQUIRED TO DO THE JOB 
 
Educated to GCSE level in English and Maths, ideally to A level standard   
 
The ability to produce exceptional quality, professional and commercial written work with exemplary 
attention to detail 
 
A creative flair with the ability to interpret complex information and portray in a readable and accurate way 
 
Experience and understanding of a tenders process 
 
Project management experience and skills, with the ability to lead, manage and complete an end to end 
process 
 
Experience of a working in a busy, continually pressured deadline driven environment  
 
Organised and methodical with a logistical approach to managing workload within timeframes 
 
Advanced communication skills with and assertive and tactful approach  
 
A high level of commitment, focus and initiative to achieve 
 
Ability to learn and retain complex information including legislative, compliance and accreditation  
 
Ability to work on own initiative  

 
 
JOB DESCRIPTION AGREEMENT 
 
We confirm that this conveys a full and accurate description of the job as at 15.8.18 
 
Job Holder’s Signature:        Date: 
 
Manager of Department Signature:      Date: 
 
Director of Department Signature:      Date: 

 


