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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
	C2

	Job Title
	Bids & Contracts Lead

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

	Department
	BD

	Reports to
	Commercial Manager



	QUALIFICATIONS/REQUIREMENTS

	Job specific technical Skills
	Role Purpose
To lead the development and submission of high-quality bids and proposals, while supporting the coordination and review of contracts to ensure alignment with commercial, operational, and risk requirements. The role plays a key part in securing new business and enabling a smooth transition from award to delivery.
Key Responsibilities
1. Bid Leadership & Ownership
· Take ownership of the bid lifecycle from opportunity qualification to submission
· Lead bid planning, timelines, and delivery across multiple opportunities
· Support bid/no-bid decisions in collaboration with stakeholders
· Act as the central point of coordination for all bid activity
2. Strategic Input & Win Themes
· Support the development of win strategies and key messaging
· Identify differentiators and ensure they are clearly articulated in submissions
· Align bids with business priorities and commercial objectives
3. Proposal Development
· Produce and oversee high-quality, client-focused written submissions
· Ensure all content is clear, consistent, and tailored to client requirements
· Lead review processes and drive continuous improvement in submission quality
4. Stakeholder Coordination & Engagement
· Coordinate inputs across Business Development, Programs, and Commercial teams
· Work with subject matter experts to gather accurate and relevant information
· Ensure alignment on timelines, deliverables, and expectations
· Build strong working relationships to support effective collaboration
5. Contracts Coordination & Support
· Support the review of contract terms and conditions in collaboration with Commercial and Legal teams
· Identify and flag commercial risks, assumptions, and dependencies within bids and contracts
· Ensure alignment between bid submissions and final contract agreements
· Assist in the preparation of contract summaries and key obligation tracking
· Support effective handover from bid phase to operational delivery
6. Governance, Quality & Compliance
· Ensure all bids and proposals are compliant with client requirements
· Maintain high standards of quality, accuracy, and presentation
· Support governance processes and manage submission risks
7. Continuous Improvement & Capability Building
· Maintain bid and contract documentation, templates, and content libraries
· Capture lessons learned and implement improvements
· Support the development of best practices across bid and contract processes

	Education and Certification requirements
	· Bachelor’s degree (or equivalent experience) in a relevant field such as Business Management, Commercial Management, Procurement & Supply Chain Management, or Project Management 


	Years of experience requirements
	· Minimum 5 years’ experience in bid coordination, proposal writing, or similar role within a competitive tendering environment
· Experience supporting contract review, commercial processes, or contract administration
· Proven track record of supporting or delivering successful bids and tenders
· Experience working with Business Development, Programs, and Commercial teams
· Strong understanding of structured bid processes and tender requirements
· Excellent written communication skills with the ability to produce clear, persuasive content
· Strong organisational and time management skills, with the ability to manage multiple deadlines
· Ability to review and interpret contractual and commercial information with attention to detail
· Professional certification in bid and proposal management (e.g. APMP) – desirable
· Accreditation in procurement or commercial management (e.g. CIPS Level 4–6) – desirable

Behaviours & Attributes
· Strong sense of ownership and accountability
· Detail-oriented with a structured approach
· Confident communicator able to engage across teams
· Proactive and solution-focused
· Resilient and able to manage competing priorities



	WORKING CONDITIONS

	Working Environment
	Office Environment 




	ENDORSEMENT

	Department Director
	Ali Al-Sulaiti
	Signature
	
	Date
	

	People Operations Manager
	Julian Patrick Summers
	Signature
	
	Date
	

	CEO
	Ali Al-Sulaiti
	Signature
	
	Date
	




CC:
· Employee personal file
· Human Recourses Manpower File




	REGISTERED OFFICE: Qatar Science and Technology Park, Office 307 Innovation Centre, Doha, Qatar
	CITY OFFICE: Burj Doha, Floor 30, Al-Corniche Street, Doha, Qatar

	Company Incorporation Number: STP034

	Website: www.bqsolutions.com.qa
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