

JOB DESCRIPTION




	Job Title: Proposal Administrator
	Job Code:  JE1206

	Department: General
	Date Created:  April 2003

	Grade:  J18
	Revision Date: December 2003

	Summary: 
Prepares, submits and administers sales or project proposals.


	Principal Responsibilities:

· Organizes and consolidates input from other departments, assigns capability sections of proposals to coordinate proposal assembly and to ensure accurate and timely proposal submission.

· Completes required reports on a monthly, quarterly, and yearly basis.  Establishes and maintains tracking systems for existing contract renewals and rate adjustments.

· Administers proposals and current plans by maintaining appropriate participant files and ensuring adherence to the applicable deadlines and procedures.

· Assists in the coordination and preparation of Statements of Work (SOW).

· Tracks new business opportunities on a day-to-day basis to include early identification of upcoming Request for Proposals (RFPs).

· Conducts market information gathering, writing (non-technical narrative), and coordination with other departments to ensure accuracy, completeness and on-schedule delivery of responses. 

· Performs other duties as required.

	Reports to:  

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· Bachelor’s degree in business, law, or equivalent combination of education and experience.

· Minimum of five (5) year experience in proposal writing or technical writing.

· Minimum of five (5) year project administration experience.

· Minimum of five (5) years of sales support experience.

	Competencies: 


	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting; Seeing/Hearing; Repetitive Motion: None; Lifting N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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