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Job Description

Role title: 	Bid Coordinator
Reports to: 	Head of Bids
Grade:		Scientist
Sector:		Business Support
Division:	Bid Team


Purpose / Scope of role

The purpose of the Bid Team is to manage the tender selection process, and to co-ordinate the response of the technical sections by liaising with the scientists who have the specialist knowledge required.

The purpose of the Bid Coordinator is to co-ordinate the preparation of tenders from all stages of the process from opportunity review to post-submission, particularly focusing on the non-technical elements of the bid submission.  The role will track progress and manage the wider project team, ensuring key milestones are met.  You will also be responsible for data, reporting and administrative tasks across the team. 

What success looks like in this role

This role supports all divisions of APEM Group in delivering their targets. As the company continues to grow, the role will develop and grow alongside it, ensuring that the technical teams are supported throughout the tender process, with plenty of room for progression and growth.  

Key Responsibilities

· Track allocated bids from opportunity stage to submission.
· Ensure timely, accurate and efficient management of all tender related information, both technical and non-technical elements.
· Write and tailor all non-technical elements of bids to focus on client needs and requirements. 
· Provide a high level of customer service to internal and external customers.
· Co-ordinate commercial elements of all bids ensuring corporate governance and expected levels of commerciality are adhered to throughout. 
· Coordinate corporate governance and approvals in accordance with the Delegation of Authority throughout the end-to-end bid process (from bid/no-bid, through win strategy, to commercial review and final sign off approval). 
· Lead, manage and coordinate all internal bid process meetings (from bid/no-bid, through win strategy, to commercial review and final sign off approval). 
· Plan and complete internal quality reviews in accordance with formatting rules, SPAG rules, and internal brand guidelines. 
· Submit bids via procurement portals on time and accurately. 
· Track feedback received from clients for both successful and unsuccessful bids and implement internal circular feedback methods to ensure continuous improvement. 
· Review the tenderbook and key data on a weekly basis to ensure that the central system is live, up to date, and reliable. 
· Liaise with the wider business to ensure all elements of the bid are accurate (other teams include HSEQ, Legal and HR). 
· To carry out any additional activities that may be reasonably required or requested.


Additional responsibilities may include:

· Provide holiday / sickness cover for the wider Bid Team including the central inbox. 


Skills/Knowledge/Experience/Qualifications

Essential

· Previous experience in completing Tenders
· Good knowledge of Bid Best Practice
· 1-2 years of relevant work experience
· To be technically competent and be able to talk about a number of subjects within your divisional area
· Proficient writing, data handling and communication skills.
· IT literate.
· Experienced in MS Office
· Ability to work to tight deadlines, both independently and as part of a team.
· Excellent time management skills, including the ability to prioritise workload in order to meet deadlines.
· Ability to engage effectively with external contacts and collaborate with colleagues.
· Ability to work within an ever-changing environment.


Desirable

· Educated to degree level (relevant degree preferred)
· Knowledge of all MS Office programs and Adobe Creative Cloud

Our Values 
Our most important assets are our people who work here. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:

· Integrity – We do the right thing
· Quality – Quality in everything
· People - We care
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality 



Our WOW Factor

When home became work, we learned that flexibility, understanding and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.

You belong

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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