[image: image1.jpg]NORTHERN
SKILLS GROUP





Job Title:


Bid Writer
Location:


Regional  

Responsible to:  

Executive Director Business Development and Partnerships
To produce successful tender proposals as well as other applications when required, based on good research and excellent communication with College/Northern Skills Group colleagues and stakeholders.  

Key Strategic Objectives 

· To monitor and research a variety of information sources in connections to new projects, to include but not limited to ESFA and other similar Government procurement portals. 

· To be responsible for seeking out new sources of funding and preparing high quality bids and access to funding. 

· To ensure the delivery and progress of successful bids to contract conditions.
· To produce reports for the Senior Leadership Team and the College Management Team regarding progress against bid contract performance. 

Specifically, the post holder’s responsibilities will be as follows:
1. To manage the competitive bid/tender writing process, ensuring maximisation of opportunity and timely completion of bids.
2. To undertake and complete PQQ submissions and technical / compliance information to accompany tender bids and responses.
3. To lead the preparation of PQQ and bid responses in collaboration with the Executive Director Business Development and Partnerships.
4. To be responsible for ensuring tenders are submitted consistently ahead of the deadlines set by the tendering authority or body. 
5. To be responsible for proofreading of created material and the work of other colleagues. To provide constructive criticism on any areas that may need adjustment to ensure a submission of the highest standard is achieved.
6. To objectively appraise tender submissions, to add and edit information as necessary.
7. To gather and develop information relating to specific tenders, relative projects and long term opportunities.

8. To carry out such other appropriate duties commensurate with your skills, knowledge and experience.

9. To work closely with curriculum delivery managers across the College to ensure the smooth planning, monitoring, development and delivery of bids.

10. To hold and actively demonstrate the Colleges/NSG’s Core Values in all that you do:

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself….

· Take Pride……

11. To demonstrate the values in the Gold Standard for Managers:

To be a Leader.
To be a Change Maker.


To be a Relationship Builder.


To be a Problem Solver.


To be a Developer of People.

12. To commit to the Group Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the organisation.

Other Duties
13. To actively show a commitment to the Strategic Plan.

14. To show an active commitment to the Equality and Diversity Policy, Quality Frameworks and Health & Safety Procedures.

15. To actively participate in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the organisation.

Personal Specification
	 
	Essential 
	Desirable 

	Experience 
	Experience of sourcing, writing and delivering successful tenders. 
	Production of costing information to help bidding and pricing decision making 

	Qualifications 
	Degree in a relevant subject. 
	 

	Skills 
	Excellent written and verbal communication skills. 

Strong computer literacy and presentation skills. 
	 

	Personal Qualities 
	Articulate and able to communicate professionally with colleagues at all levels, both internally and externally. 

Ability to work as part of a team and support colleagues. 

Ability to cope with a demanding workload and work towards tight deadlines.
Prepared to take and implement decisions and accept responsibility for own actions. 

Self-motivated. 
	 

	Other 
	Ability and willingness to travel in the region where necessary. 

Ability to work flexibly to meet the needs of the organisation. 
	 


Signed _______________________________________    Date ___________________
Contract Arrangements

Staff will be engaged under a Contract of Employment determined by Northern Skills Group, supported by Contract Guidelines. The following salient features will apply:

	1.
	Contract type
	Full-time, Permanent

	

	2.
	Working week
	35 hours per week.

	

	3.
	Holiday
	Colleagues are entitled to 25 days (FTE) annual leave plus statutory holidays.  Annual leave is a service related entitlement, which will increase as below and come into effect from the 1st January following the anniversary date. (holiday year 1 January - 31 December)
· 5 years’ service   26 days

· 10 years’ service 28 days

· 15 years’ service 30 days.

	

	4.
	Period of Notice
	Three months.

	

	5.

6.

7.
	Salary 

Life Assurance

Healthcare


	From £32,000 - £35,000 per annum.

Non-contributory Life Assurance Scheme.  

Non-contributory Healthcare Scheme.


	8.
	Pension
	Northern Skills Group operates a pension scheme through NEST.  Contribution rates match the government requirements for auto enrolment, with the potential to increase this to a matched contribution of 3% of pensionable salary.  

	

	9.


	Sickness


	The Corporation’s Sickness Policy will apply and further information is available from the Human Resources Department on request.

	
	
	

	10.


	Probationary Period
	6 months.

	11.
	Disclosure & Barring Service Check
	From the 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40.



Please note that all appointments are subject to a satisfactory Enhanced Disclosure and Barring Service check and receipt of two satisfactory references.
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