
EXCELLENCE AT EVERY LEVEL 1 

Responsible for assisting the Head of Tendering in managing daily 
activities and the workload of an assigned group of team members. 
Support the preparation and submission of completed bids to existing or 
prospective clients, ensuring all submissions are delivered on time and 
within budget. Oversee and adhere to the full tender lifecycle, ensuring 
that all client requirements and questions are fully addressed and aligned 
with the tender specifications. 

Responsible for running assigned opportunities from receipt through 
to contract award or loss, ensuring consistent communication, 
documentation, and process compliance throughout. Mentor and guide 
tender team members to ensure high-quality submissions, giving the 
organisation the best possible chance of success in securing new work.

•	�� Coordinate the daily activities and workload of the tender team, assigning 
opportunities and supporting members in prioritising tasks to meet deadlines in 
conjunction with the Head of Tendering.

•	� Provide leadership to the tender team and act as the main point of contact in the 
absence of the Head of Tendering, assisting with preparation for meetings and 
providing feedback with regards to performance appraisals.

•	� Supports the bid/no-bid qualification process in conjunction with the Head of 
Tendering, ensuring a timely and structured approach with active input from all 
relevant internal and external stakeholders.

•	� Oversee tender clarifications, updates, and amendments; evaluate their impact 
on bids and communicate implications clearly to the Head of Tendering.

•	� Prepare and critically review commercial proposals, ensuring the technical 
solution is covered and all cost elements, terms, and conditions are complete, 
accurate, and aligned with company standards.

•	� Monitor and control risk throughout the tender process, maintaining up-to-date, 
precise records within the CRM system.

•	� Manage assigned opportunities from receipt through to contract award or 
loss, including follow-up on submitted bid documentation, and ensure a proper 
handover to the relevant execution or operational teams, in accordance with the 
tendering and contracting procedure.

•	� Participate in any commercial initiatives and identify any areas for continuous 
improvement 

•	� Ensure full compliance with SCC (VCA), ISO standards, and company policies and 
procedures to uphold quality and safety standards.

•	� Prepare dashboards, overviews and reports as and when required for the Head 
of Tendering.

•	� Represent the company during clarification rounds, client feedback meetings, 
and post-bid debrief sessions, fostering strong client relationships.

•	� Respond promptly to client queries and provide necessary information to 
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