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BQ Solutions Job Description
The job description is used in the recruitment process to inform the applicants of the job profile and requirement of the scope, duties, tasks, responsibilities and working conditions related to the job with BQ Solutions. Also, used at the performance management process to evaluate the employee’s performance against the description.
	OVERVIEW

	Job Grade
	Grade TBC

	Job Title
	Proposal/Bid Writer

	Strategic Business Unit
	[bookmark: Check4]|X| BQ Solutions     |_| Barzan Holdings  |_| Other JVs 

	Job Specification 
	Proposal Development & Bid Management

	Reports to
	Head of 401 BD / Commercial Growth



	QUALIFICATIONS/REQUIREMENTS

	Job Specific Technical Skills
	We are seeking a Proposal / Bid Writer to develop high‑quality proposals, tenders, and bid submissions that secure new business for the Specialist Military Training Camp. The role requires exceptional writing ability, attention to detail, and strong coordination across multiple stakeholders to ensure compliant and compelling submissions.
Key Responsibilities:
· Lead the drafting, editing, and submission of bids, proposals, and tenders.
· Ensure compliance with client requirements, bid specifications, and contractual standards.
· Coordinate inputs from subject matter experts (SMEs), finance, legal, and technical teams.
· Maintain a library of bid content, templates, and case studies for reuse and efficiency.
· Support the Head of BD in bid/no‑bid decision‑making.
· Track and report on bid status, win rates, and pipeline contribution.
· Collaborate with Market Research Analyst, BD Managers, and Sales Support to integrate intelligence and client insights into proposals.
Key Deliverables:
· High‑quality, compliant proposals submitted on time.
· Up‑to‑date bid library is maintained and accessible.
· Increased bid win rate year‑on‑year.
· Accurate bid status and success rate reporting.
Skills & Competencies:
Writing & Editing Expertise: Exceptional ability to produce clear, persuasive, and compliant documents.
Attention to Detail: Strong focus on accuracy and compliance.
Project Management: Ability to manage multiple bids simultaneously under strict deadlines.
Stakeholder Coordination: Skilled in managing diverse inputs from SMEs and support teams.
Commercial Awareness: Understanding of defence/security sector requirements desirable.

	Education and Certification requirements
	Bachelor’s degree in English, Communications, Business, or related field.
3–5 years’ experience in proposal/bid writing.
Familiarity with bid compliance and tendering processes.
Knowledge of defence/security sector requirements (desirable).

	Years of experience requirements
	Minimum 3–5 years’ experience in proposal/bid writing.

Proven track record of producing compliant, high‑quality submissions.


	WORKING CONDITIONS

	Working Environment
	Based in Doha, Qatar, within a specialist military training camp. Requires close collaboration with BD Managers, Market Research Analyst, Finance, Legal, and Technical SMEs. Involves responsibility for producing compliant proposals under strict deadlines and supporting commercial growth.
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