Victim Support

Job description

Job Title: Senior Bid Manager, Circa 36k (plus London weighting if applicable) 

Function: Operations – Bids Team
Job Location: London (or with the ability to travel to London 2 or 3 days a week)
Reporting to: Senior Development Manager

Responsible for: Bid Writers (x3)
____________________________________________________________________

1 Purpose of the job 
· Provide leadership and guidance on bid development, and support and line management of Bid Writers (currently 3 posts)

· Responsible for creating or contributing to consistently high quality, well-crafted/organised, well-written and visually engaging bid which meet the requirements identified by the commissioner in the tender specification.

· Work effectively with the bid team using commercial acumen to provide appropriate challenge and support.
2 Main responsibilities 
Customer focus

· Review and understand all bid documents to ensure the customer requirements are reflected in the bid, and ensure the bid is informed by a detailed understanding of the bid evaluation criteria.

· Ensure the bid is presented in the language of the customer, utilising appropriate technical language and emphasising the customer’s desired messages

Performance

· To develop and manage bids in line with an agreed project plan and to ensure all deadlines are met

· To produce well-structured coherent bids, with a compelling delivery model 
· To submit bids in good time, securely managed with effective version control

Change and Improvement 

· To work in line with the organisations Bid Development Pathway and to ensure that lessons learnt are captured and acted upon

Managing People & Teamwork

· Provide line management to the bid writers and to quality assure their work

· Working closely with Subject Matter Experts and other members of the bid team to capture their input and to ensure their contribution is appropriately reviewed and accurately reflected
3. Tasks
· Prepare bids to a high standard which show how organisational knowledge and capability match the requirements of the funder

· Quality assure all bids prior to submission, providing assessment and challenge against customer evaluation criteria and Victim Support’s House Style
· Assist the Operations Directorate in conducting both internal and external research that supports the production of high quality bids
· Provide line management support to direct reports
· Lead the bid viability process, working with colleagues in HR and Finance to identify key risks in relation to any opportunities and to ensure that all bids fit with VS’s 2020 strategy and that they are commercially viable.   
· Follow the organisations bid pathway ensuring all bids receive the appropriate level of sign off.
· Identify opportunities to collaborate with partners in the bidding process, ensuring due diligence has been conducted prior to submission and that partnership agreements are developed.

4. Everyone’s responsibilities

Health, Safety & Environment 


· Promote a health and safety culture, observe all health and safety rules and procedures and complete training courses, as required.
Equality, Diversity and Inclusion


· Ensure all duties are carried out in a manner which promotes Victim Support’s equality, diversity and inclusion policies.
Data Protection


· Ensure that essential information of a sensitive and/or personal nature is not disclosed to, or discussed with, inappropriate persons and that all information is maintained in accordance with the Data Protection Act.
Learning, Development and Training 

· Renew and enhance direct report team skills and maintain own professional development.
Other Duties

· Undertake any other duties as required.
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Key Deliverables – Measures of success 
· Production of coherent bids that effectively articulate our services, meet the requirements of the funder and are signed off for submission by the Bid Project Executive
· Number of successful bids
6 Travel requirements
· Ability to undertake occasional travel.

7 Unsocial Hours

· Will require a commitment to get the job done and this may, on occasions require unsocial hours of work
This job description serves to illustrate the type and scope of the duties currently required for the above post and to provide an indication of the required level of responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time, they will not however change the general character of the job or the level of responsibility entailed.

Job Holder Competencies
Job Title: Senior Bid Manager


____________________________________________________________________

Knowledge and Experience

· Writing successful bids with a minimum value  of £1million and understanding how to write for services being procured at a national level [E]
· Central and local government commissioning
· PCC commissioning 

· Public sector commissioning process [E]
· Project management

· Line Management

· Delivering projects to tight deadlines

Skills and abilities

· Understand and interpret customer needs

· Solve problems and complex issues in a timely manner, seeking relevant information from a range of sources when necessary [E]
· Manage multiple competing priorities within own workload effectively

· Think strategically and balance long- and short-term operational priorities

· Use IT efficiently

· Manage a team and work, be reliable and able to rapidly establish a high degree of trust, rapport and gain co-operation from the bid team [E]
· Pay strong attention to detail; maintaining high standards for delivery, quality and accuracy [E]
· Communicate confidently and effectively in an accessible and engaging manner

· Adapt communication and messages to different audiences

· Be self-motivated, self-disciplined; able to work to tight deadlines

Qualifications

· You are very likely to have at least a Degree or equivalent professional qualification, or be able to demonstrate strong intellectual capacity, including excellent literacy and numeracy 
(ES) = Essential shortlisting criteria (Max 5 in total – aim for 3)

Senior Bid Manager JD/PS
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