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Job Description:  Business Development Assistant – Tenders and Proposals
	Reporting to:
	Managing Partner

	Department:
	Business Development
	Location:
	London


Context – Havas People

Havas People is part of the Havas Group (one of the world’s largest advertising and communication networks); we’re specialists in building connections between brands and talent through communications. Our clients could be, for example, a university wanting to attract new students; an organisation aiming to recruit the right people into a role or graduate scheme; or a company seeking to engage the people who already work there.

Position Summary

We are currently scaling up our capability to generate, manage and win more new business in the above services across all areas of our business (Employer Marketing, Internal Comms, Education and Engage|ATS) and so require a Business Development Assistant to support our new business team in the articulation of our offer, primarily through the production of proposals and bids to prospect organisations.
Main Duties and Responsibilities

Your day-to-day role would typically include the following:

Bid Administration

· Manage the administration of the tender process end to end

· Assist with PQQ, Proposal, Tender and Pitch Support 

· Ensure all opportunities are fully documented on our CRM systems Microsoft Dynamics and InTouch
· Where relevant assist with framework agreement opportunities (mini-competitions)

· Provide insight and research into tenders, bids and pitches

· Proof reading support 

· Pitch presentation support (including logistics support)

· Case study production 

Research and investigation

· Rigorous investigation of upcoming opportunities for our businesses via industry press, LinkedIn, networking, et al

· Background research for all tenders in progress – incumbent agency, existing marketing material, decision makers, sector challenges etc. 
Marketing initiatives

· We use a number of useful tactics to generate leads and meetings such as engagement via social media, seminars and events and you may also be required to support on live events, (both internal and external).
· Other duties as commensurate with the role. 
Decision-making and Accountability
You will have day to day accountability for decisions around:
· Solutions to propose to the client – where relevant in consultation with colleagues/your manager
· Delegation and management of work within your team
· Proactive contact activity aimed at client development/retention
· Ensuring all tenders, bids and proposals are submitted by relevant deadline
· Actively searching via tender portals for any new (and relevant to our business) education and public sector tenders

Main Internal Connections

· Sales & Marketing

· New Business

· Client Services

· Senior Management

· Creative

· Studio

· Strategic Planning and Insight
· Recruitment solutions

· Finance and HR
Qualification/Knowledge Requirements

No specific qualifications are needed - your experience (see below), your willingness to learn quickly about the range of Havas People services and solutions for clients, your drive, determination and enthusiasm for our business and a demonstrable desire to help us succeed.

Experience 

What matters most is your experience, personality, intelligence and, above all, your drive, determination and enthusiasm for our business and a demonstrable desire to help us succeed. 

It would be advantageous to have an understanding of the challenges facing senior HR personnel and marketing professionals, especially in the remit of Education marketing and Employer marketing.

Skills 

· Computer aptitude and keyboard skills. Good knowledge of Word, Excel, Adobe and PowerPoint

· Good command of written and spoken English

· Sales and persuasion skills

· Organisation skills

· Thirst for new business and persuasive sales writing

Core Competencies

· Tenacity, resilience, flexibility 

· Strong administration skills

· Attention to detail 

We expect all our employees to role model behaviours linked with our core values:

· We roll-up our sleeves: We know that if you’re prepared to work hard, you can put your name to something great. If we say that we’re going to do something, you can be sure that we’ll do it.

· We work together: We respect each other, we enjoy sharing ideas and we know we can rely on one another. This means we can achieve more as a team.
· We ask, “What if?”: We’re curious about the world around us, and know that if we never stop questioning, we will never stop discovering more.

· We find a way: The most exciting opportunities can initially seem impossible. By staying flexible and keeping open minds, we can always find a way.
Havas People aims to ensure that no potential or current employee is treated less favourably because of their age, religion or belief, race, disability, sex, sexual orientation, gender reassignment, marital/civil partnership status or because of pregnancy or maternity leave.
