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Job Posting Request Form

Company Name
Ciber Global

Position Title
Proposal Coordinator

Job Description
Live IT Up at Ciber Global 
 
  
 
At Ciber Global, we believe the most inspired, 
innovative and industrious companies should win, 
regardless of size or legacy. We’re the small 
company that cares and the big company that can. 
We deliver breakthrough performances and 
powerful solutions that are anything but cookie 
cutter in order to give our clients the competitive 
advantage they deserve. 
 
  
 
Work. 
 
  
 
The Proposal Coordinator facilitates the pursuit 
team and all activities in the proposal process 
from kick-off to proposal submission. More 
specifically, the successful candidate will support 
the client partner and technical and managerial 
staff in creating and editing effective written 
proposals in response to RFX. This position 
demands strong communication and 
organizational skills, as it will be his/her 
responsibility to coordinate the entire process. 
The individual must be a self-starter and able to 
work independently with minimal oversight while 
managing multiple projects and handling a 
challenging workload with tight deadlines. The 
ideal candidate has a strong work ethic, is self-
motivated, has a commitment to quality, and 
works well under pressure. 
 
 
Experience Required: 

1



 
    Bachelor's degree from an accredited college or 
university in related field (business, marketing, 
engineering, etc.) preferred, other degrees such as 
Communication, Journalism, and English are 
acceptable 
    Shipley or other formal proposal training, to 
include experience/education in business 
development or marketing and communications is 
desired (Shipley Industry certification (APMP) is a 
plus) 
    Ideal candidates should possess 1+ years of 
experience as proposal manager answering client 
RFx 
    Advanced user in Microsoft Office Suite (Word, 
Excel, and PowerPoint) and Adobe Creative Suite 
including Acrobat, Photoshop, and Illustrator  
    Experience in marketing professional services 
and the proposal process 
    Strong knowledge of client procurement and RFx
processes 
    Demonstrated leadership skills necessary to 
engage and motivate a diverse, ad hoc group of 
teammates, consultants, site operational 
personnel, subcontractors, and others in 
accomplishing the task of preparing winning 
proposals under tight time constraints 
    Ability to coach pursuit team members and 
subject matter experts in persuasive writing and 
proposal best practice 
    Ability to collaborate with Project Executives, 
Project Managers and relevant consultants in the 
proposal preparation process. 
    Experience handling multiple projects with 
rapidly changing priorities and deadlines 
    Ability to work independently and still function 
effectively as a member of a team 
    Excellent interpersonal, written, and verbal 
communication skills 
    Strong time management/prioritization skills 
and analytical and problem solving skills 
 
Responsibilities: 
 
    Responsible for and ensures the Ciber proposal 
process is followed 
    Delivery of compliant, professionally produced 
proposals within customer defined timeframes 
    Coordinate and review proposal input from a 
variety of stakeholders, typically involving 
contributions from sales, delivery, project team 
members, finance, and legal 
    Coordinates proposal process, following 
standard procedures, including: planning, review, 
and production of responses to RFx.
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    Responsible for ensuring alignment to the 
complete lifecycle of proposal development 
activities 
    Facilitates formal review processes (Bid 
Review) with senior and executive level managers 
    Uses automated proposal collaboration and 
document management tools, specifically 
SharePoint 
    Reviews, integrates, and edits the proposal to 
ensure a cohesive, compliant, and competitive 
response 
    Provides detailed guidance to proposal 
writers/contributors and primes/subcontractors 
and coordinates with technical personnel to 
ensure accuracy and adherence to schedules 
    Writes proposal sections (or re-use boilerplate 
language) such as transmittal letter, past 
performance, and key personnel sections 
    Preparation of all necessary proposal templates 
and develop proposal compliance matrix 
    Owns document strategy and appearance, 
including proposal formatting, style, voice, and 
ensuring compliance 
    Manages the production of the final proposal for
delivery, including creating the electronic 
documents, and printing and binding hard copies in 
compliance with RFx requirements 
    Significantly contributes to the development and 
continuous improvement of the Ciber proposal 
process, tools, and templates, and may assist with 
the mentoring and assistance of SSO team 
members 
    Manages pursuit portal for each proposal 
    Communicate proposal requirements and status
to pursuit team and senior management 
    Manage proposal response schedule and 
engage in proposal knowledge management 
processes 
    Maintain re-use libraries and ensure accuracy of 
current information 
    Gathers and researches information to include 
in proposals, including resumes and references. 
    Provides final quality control check, including 
proofreading for grammar and RFx compliance 
    Validates that the technical solutions, 
strategies, and themes are clear, consistent 
throughout each section, applicable to the client’s 
requirement, and compelling 
    Engages senior technical and management staff 
to obtain necessary information and commitment 
for specific pursuits 
    Participates in strategic planning that includes 
evaluating marketing intelligence, identifying 
customer concerns and key issues, and developing
win strategies 
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This position requires the successful completion 
of a background investigation and/or drug screen. 
 
  
 
Ciber Global is an Equal Opportunity Employer 
Minorities/Females/Gender Identity/Sexual 
Orientation/Protected Veterans/Individuals with 
Disabilities.   
 
  
 
Play. 
 
  
 
Keep discovering! Click here. 
 
  
 
  
 
Grow. 
 
Ciber Global is an IT consulting company who 
partners with organizations to develop technology 
strategies and solutions that deliver tangible 
business value. Founded in 1974, Ciber is an HTC 
Global Services company. For more information, 
visit www.Ciber.com.

Contact Name
Dan Curtis

Contact Phone Number
(947) 886-5241

Contact Email
dcurtis@ciber.com

What type of job is this?

Full Time

Position Opening Date
Friday, October 11, 2019

Position Closing Date
Friday, October 25, 2019

Compensation
Salary

Does your job posting relate to one of RU's 
majors? If so, please notify the department 
chair for this major. (select all that may apply)
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https://www.ciber.com./


Management (School of Business and
Professional Studies)

Social Entrepreneurship/Non-Pro�t (School of
Business and Professional Studies)

English (School of Humanities)

PDF attachment of job details

pdf
Proposal Coordinator.pdf

5

https://www.jotform.com/uploads/elliotjones76/83434117929159/4471317724123547411/Proposal%20Coordinator.pdf

