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	Title
	  Bid Manager]  

	Band
	Individual Contributor – Professional

	Grade
	P3 

	Job Family
	        

	Reporting To
	   Clare Keeble   

	Location
	   Oakdale      

	Date Written/Revised
	  8th December 2025   


	Position Objective

	As a bid manager, you will lead the bid process, ensuring the timely submission of high-quality proposals that meet client requirements, managing the bid budget and resources effectively, and establishing compliance.
The role will require a balanced mix of business development, technical competence, and commercial awareness, plus project management and people management skills. A wide variety of tender requests are received, ranging from high-value single-line opportunities to full competitive pursuits. Bidding may be in conjunction with other members of a consortium, either as a lead or a contributing partner.



	Generic Level Description

	General Accountabilities
	Fully qualified to execute job/role accountabilities working independently on most aspects of work.

	Supervision Required or Provided to Others
	Normally receives little instruction on day-to-day work and general instructions on new assignments. May lead a project or work team made up of junior technical and/or professional and support staff - focus is on task management vs. resource and staff management. 

	Complexity
	Works on problems of diverse scope where analysis of data requires evaluation of identifiable factors. Exercises judgment in selecting methods and techniques for obtaining solutions.

	Knowledge and Expertise
	As a seasoned, experienced professional has developed a full understanding and expertise in area of specialization.  Resolves a wide range of issues in creative ways.  

	Problem Solving
	Identifies key issues and patterns in moderately complex situations; takes a broad perspective to problems and spots new, less obvious solutions.

	Planning and Organizing
	Manages own time to meet agreed targets; develops plans for specifics work activities in own area over the short/medium term.

	Project Management Accountabilities
	Begins to manage medium to moderately complex projects; coaches and mentors others on project management issues that are supported by supervisor.

	Decision Making and Autonomy
	Has decision-making authority and autonomy needed to deliver on accountabilities of job/role; seeks approval form others on matters outside of job/role scope; makes decision regarding work and development of project team members when required.

	Client/Business Orientation
	Ensures commitments to internal and external client are met in a timely and cost-effective manner.  Interprets client needs, assessing the full requirements; identifies solutions to non-standards tasks/queries.  Interprets internal/external business issues and best practice in own discipline; applies to own role or identifies areas of improvement in product/process or program.   May take action to monitor and control costs within own work area.

	Communication, Negotiation and Influencing
	Adapts information/style to the audience, explains difficult issues clearly, establishes consensus, attains agreement.

	Leadership Requirements
	Seeks and provides candid and timely feedback to improve performance; shares information in an open manner; fosters teamwork and innovation by involving others in problem solving, decision making and creative thinking.


	Key Contacts
	Builds internal and external relationships, with emphasis on those that facilitate the achievement of job/role accountabilities, such as relationships with key suppliers, customers and internal service providers.

	Physical Effort 
	Little chance of injury. Duties may involve sitting, standing, keyboarding with frequent flexible breaks.

	Working Conditions


	Standard Office Environment. May be required to travel and/or have overnight trips.  Hours worked may exceed regular schedule.


	Discipline Description

	Responsibilities Include

	· Responsible for one or more concurrent proposals, usually from before RFQ receipt through to contract award and handover to the Project Manager. 
· Ensure the on-time delivery of high-quality winning proposals in both follow-on and competitive contexts.

· Drive the Bid Approval process and ensure that the appropriate level of Bid Approval is obtained.

· Build and manage positive working relationships with internal/external stakeholders to ensure all bids are prepared, managed and reviewed appropriately and in line with policies and standards.

· Responsible for professional and successful tender reviews with appropriate company decision-makers.
· Maintaining comprehensive and accurate bid documentation, including bid files, records of communication and pricing information.

· Coordinate and facilitate bid review meetings, ensuring key stakeholders provide input and address concerns or issues.

· Conduct post-bid analysis and debrief sessions to identify areas of improvement and implement lessons learned for future bids.
· Continuously refine and improve bid processes, templates and best practices to enhance efficiency and effectiveness.


	Knowledge, Skills & Abilities

	Required Skills & Abilities


	· Experience in all aspects of competitive bids and project management within the defence environment.
· Able to build personal relationships to maximise response times, quality of information and bid input.
· Excellent teambuilding skills.
· Proactive and responsive approach, open to new ideas.
· Excellent communication skills both written and oral.
· Proven ability to work methodically and effectively within constrained cost and time budgets.
· Ability to create visually appealing and engaging bid presentations.

· Exceptional organisational and time management skills.

· Eligible for the relevant security clearance.

· Willing and able to work in the Oakdale and Hastings area.


	Education & Experience

	Required Education & Experience
	· Understanding of the UK defence marketplace.

· Experience in a business management or a business development role. Track record of winning new business.
· Excellent communication skills, both written and oral.

· Demonstrated ability to organise, build, manage and lead teams is essential.

· A good honours degree would be preferable. 

· Proficient use of Microsoft Office inc. Word, Excel & PowerPoint.
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