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Proposal Manager

Job Overview:

Supports overall proposal development effort through the writing, layout, production and/or editing of past performance, management, technical sections of proposals and all other bodies of work for the business development organization. 

Responsibilities and Duties:

· Manage technical and management concepts and approaches as part of the proposal strategy. 

· Oversee the development proposal elements and monitor proposal schedule. 

· Author proposal sections, plan, and create oral presentation materials for submission.

· Prepare bids, research, organize, write, edit, and produce pertinent data elements in support of proposal activities.

· Compile cost, schedule, and technical elements in the development of proposals in accordance with request for proposal (RFP) specifications. 

· Coordinate the collection and accumulation of cost, scheduling, and performance elements from functional departments. 

· Ensure accuracy and adequacy of final work product, including in-process and final reviews, editing for compliance with applicable standards, validation and change verification. 

· Ensure that there are no inconsistencies between cost and technical volumes Participate in should-cost/pricing reviews and as a member of the contract negotiating team.[image: image2]
· Develop, write and edit material for proposals, reports, briefs and related technical and administrative publications in print or electronic media. 
· Meet with subject matter experts and convey complex ideas in a logical sequence utilizing terminology that others can understand.  Collaborate with and coordinate work of subject matter experts. 
· Collaborate with graphics team to make proposals visually interesting and to capture key messages in charts or graphs vs. extensive text.  Select materials such as drawings, sketches, diagrams, and charts to illustrate material. 

· Organize material and complete writing assignments according to set standards regarding order, clarity, conciseness, style, and terminology. Review published materials and recommend revisions or changes in scope, format, and content. 

· Edit work for consistency, clarity, grammar and syntax, and compliance with requirements.  Maintain records and files of work and revisions. Provide technical narratives. 

· Assist in layout of materials for publication. 

· Arrange for formatting, reproduction and distribution of finished materials/products. 
Skills Required: 

To perform this job successfully, an individual should have be highly proficient in the use of internet software; spreadsheet software and word processing software.  

Ability to read, analyze, and interpret general business periodicals, professional journals, technical specifications & procedures, or governmental regulations. 

Ability to write reports, business correspondence, and procedure manuals. 

Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.   

Experience: 

Proven track record of writing and editing winning proposals for multimillion dollar government contracts for the development, operation and maintenance of large computer systems and customer service operations.

Minimum of three years of experience performing technical writing, editing, and/or marketing/sales writing.

At least three years of experience directing all aspects of technical and cost proposal development and production.

Education Required:

Bachelor’s degree from an accredited college or university in a technical or business discipline.
To Apply For This Position

Please email your resume to hrcorp@vesllc.com to apply for this position.






