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	Job Title:
	Head of Bids & Proposals
	Job Holder:
	Tom Oxley

	Function:
	Business Development Directorate
	Market Sector:
	Defence

	Grade:
	Exec 1
	HR Reference:
	


THE COMPANY
SEA is a successful and growing mid-tier company specialising in the design, development, and manufacture of proprietary maritime defence products for domestic and international customers. 
[bookmark: _Hlk153874366]SEA is a wholly owned subsidiary of Cohort PLC, and operates as an independent, agile, and responsive international business, with a subsidiary in Canada and customers in the UK, Europe, Far East, The Americas, and Australasia.
ROLE PURPOSE
The Head of Bidding supports the achievement of SEA strategic objectives by driving the development of successful bid responses and is the ‘go to’ expert for all aspects of Bids and Proposals best practice including process development, implementation and management. 
Progress will be reported via the Integrated Business Planning cycle, at the weekly opportunity review meetings, monthly order intake review meeting, monthly business review meeting and quarterly market reviews.
The Head of Bidding provides oversight, leadership, management and guidance to bid managers and bid teams to develop high quality bids that are delivered on time to maximise the PWIN percentage.
RESPONSIBILITIES
 
Bid Activity (50%)  
· Oversee strategic, complex and high value bids and proposals. Provide clear guidance and support to ensure PWIN% is maximised. Specific responsibilities include:  
· Maintain regular communication with the Business Development Directors, Business Development Managers and Senior Leadership to understand what opportunities are coming to market that will require input.  
· Deconstruct customer ITT documents to understand the best strategy for maximising the SEA score.  
· Ensure bid teams follow the business winning process, including the appropriate application of tailoring.
· Create bid response templates to ensure responses are well structured and easy to follow enabling assessors to quickly and easily award SEA with the maximum marks.  
· Create bid schedules and book plans to ensure SEA tender responses are compliant, compelling and delivered on time, allowing for suitable review and governance to be applied.  
· Ensure customer hot buttons are addressed through effective development and application of a win strategy.  

Operational Standards and Objectives:   
· Ensure compliance with the Business Winning Process as defined in the SEA Business Management System.  
· Identify and implement change requirements to continually improve SEA’s PWIN% and success.  

Bids and Proposals Process Leadership: (10%)  
· Liaise with the Project Management Process Lead to ensure continuity between the business winning process and the project management process.  
· Analyse and where appropriate implement improvement suggestions submitted through the BMS.  
· Promote and raise awareness of the business winning process and the benefits of using it effectively.  
· Maintain the Bids and Proposals resources library.  
· Maintain the process definition document and guidance material.   
Operational Standards and Objectives:  
· The Business Winning Process is a key subject for ISO 9001 audits, ensure the process enables compliance with future audits.  
  
Reporting and Budget Management: (20%)  
· Responsible for managing the enquiry budget.   
· Co-ordinate input for and update the weekly opportunity review meeting pack. Ensure reviews scheduled at the meeting have submitted review documentation to the senior leadership team on the Thursday prior to the meeting. Chair the meeting.  
· Attend the monthly order intake meeting, providing input as required.  
· Provide input to the monthly business review meeting pack.   
· Provide input to the quarterly market review pack and attend the meeting.  
  
People Management (15%)  
· Line management of the SEA Bid Manager and Bid Coordinator.  
· Ensure all staff are in possession of and are managed against SMART Objectives.  
· Delegation of responsibilities as appropriate.  
· Provide regular feedback to staff about performance and contribution.  
· Ensure appraisals are completed bi-annually and annually.

Training Delivery: (5%)  
· Provide Business Winning Process Training to new starters at the request of HR (inductions or separate training).  
· Provide appropriate (on the job or formal) training for staff who are involved in bids (bid management, bid writing etc).  
· Liaise with HR following the submission of PDPs to understand likely training demand.  

EDUCATION, QUALIFICATIONS & EXPERIENCE
· An experienced proposal manager with a proven track record of leading teams to deliver winning bids
· An understanding of engineering and SEA’s product portfolio
· A knowledge of the global defence market
[bookmark: _Hlk72311874]PERSONAL CHARACTERISTICS
· A completer-finisher, with excellent planning and delivery credentials
· A customer focused individual who can tackle difficult issues and maintain good relationships
· [bookmark: _Hlk180390384]Energy, passion, and commitment to support a dynamic business
· Excellent inter-personal, negotiating, organizational and decision-making skills
COMPANY VALUES
All employees may be required to carry out any other duties that are within the employee's skills and abilities whenever reasonably instructed and are required to act in a manner that is wholly supportive of our values of:
Safety First: 	We operate safely and responsibly, protecting each other and the environment. 
People Focussed: 	We develop, reward & empower our people, prioritising a healthy work-life balance.
One SEA Team: 	We are in this together.  One team, working ethically, respectfully & professionally.  We take responsibility and challenge each other constructively.
Delivery Excellence: 	We exceed our commitments by delivering timely, quality outputs whether that’s for each other or our clients and partners.  We are always looking for ways to innovate and continuously improve.
Trusted Partners: 	We partner strategically, collaboratively, and always with integrity; whether that is between us inside SEA or externally.
WHAT SUCCESS LOOKS LIKE 
· High quality bids are delivered that are sufficiently resourced and governed in accordance with the business winning process, every time
· The overall PWIN of proposals is improved through continuous learning 
· Roles involved in bids are clearly defined and there is proactive leadership from the Bid Manager
· A library of bid material and standard templates is maintained and developed to build the company knowledge base and is used to reduce the cost of bidding 
· A motivated job holder who relishes the role and exemplifies SEA’s values
JOB LOCATION
The role has direct reports across all SEA sites and can be based at any SEA UK location but must be willing to travel to other SEA sites regularly & internationally as required.
REPORTING
This role reports into the Business Development Director

	Job Holder Declaration:
I accept the purpose and accountabilities of my role with SEA are as outlined above.
Signature:_____________________________  Date: _______________

	Line Manager Declaration:
I confirm that the purpose and accountabilities of this role are as outlined above have been agreed with me as line manager.
Signature:______________________________  Date: ______________
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