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	Job Title
	Bids & Contract Manager

	Department
	Partner Sales

	Location
	Cardington or Runcorn

	Reports to (direct)
	Sales Director 


MAIN PURPOSE OF JOB
This role will support the management of bids, tenders, proposals, contracts and related activity, ensuring submissions and contract documentation are accurate, compliant and commercially aligned. Working closely with Sales Director, Account Managers, Researcher, Operations, Finance and other stakeholders, the role will help coordinate the end-to-end process from opportunity qualification and tender response through to contract review, mobilisation support and ongoing document management. This role is ideal for someone with experience in bids, tenders, proposals or contract coordination who is looking to develop in a fast-paced, sales-led environment.
KEY ACCOUNTABILITIES (but not limited to):
· Manage and coordinate the end-to-end bid, tender and proposal process from qualification through to submission.

· Review tender documentation and customer requirements to identify key deadlines, compliance requirements, clarification questions and submission criteria.
· Coordinate timelines, deadlines and bid governance across multiple stakeholders.

· Set up and facilitate bid / no-bid meetings with relevant stakeholders.

· Work closely with Account Managers and Sales Director to shape and structure opportunities.

· Develop proposal responses using existing templates and contribute new content where required.

· Ensure submissions are professional, consistent, compliant and aligned to customer requirements and evaluation criteria.

· Coordinate input from sales, operations, finance, legal and other subject matter experts.
· Support contract review and administration activity, including tracking contract versions, key dates, approvals, signatures and renewal requirements.

· Maintain accurate records of bids, tenders and contracts.
· Maintain and develop a central bid content library including case studies, standard responses, certifications, policies and supporting documents. 
· Accurate filing of all required documentation

· Support the development and refresh of client case studies and standard commercial content.

· Work with the sales research team to identify new target clients, frameworks and tender opportunities.
· Assist in mapping potential clients and positioning for future tender opportunities.
· Support post-submission follow-up activity, lessons learned reviews and continuous improvement of bid and contract processes.

SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED
· Good telephone manner and excellent relationship builder

· Smooth, well-managed bid, tender and contract processes with clear stakeholder engagement.
· High-quality, consistent, compliant and timely submissions.

· Accurate and well-maintained bid, tender and contract records.
· Strong collaboration with sales teams and subject matter experts with minimal disruption to their time.

· Improved structure and organisation of bid content, procurement information and contract materials.

· Clear visibility of key contract dates, renewal points, actions and ownership.

· Contribution to improved bid conversion rates and stronger commercial governance over time.

· Previous experience in bids, tenders, proposals or a similar coordination role

· Strong organisational and project management skills

· Excellent written communication and attention to detail

· Ability to work collaboratively across teams and manage multiple inputs

· Commercial awareness and understanding of sales processes (desirable)

· Experience working with templates, structured documents or content libraries

· Ability to prioritise and work to tight deadlines
*** The above is not an exhaustive list but an outline of your duties. All Restore Technology colleagues need to be aware they may be asked to perform tasks and be given responsibilities as reasonably requested.

Other Information:

This role may, at times, require you to travel to other Restore Technology sites. You may also be required to work beyond the normal working hours to meet important deadlines.
COMPLIANCE RESPONSIBILITIES

•
Adhere to all Company Policies and Procedures contained in the Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems
•
Report any Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery incidents to your supervisor/line manager
•
Managers are responsible for training staff on Company Policies and Procedures contained in Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems.
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Name: …………………………………………...

Signature:……………………………………
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	The company reserves the right to amend or update this job description as the demands of the business develop.

Signed job descriptions are to be returned to People Services.
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