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POSITION DESCRIPTION — Proposal Manager

POSITION DETAILS

Job Title:
Proposal Manager

Business Function:
Engagement & Growth Team

Reports To:
Head of Engagement & Growth

Location:
Hybrid/Remote options available

Job Type:
0.6 FTE (3 Days per Week) | Initial 6-Month Contract

ROLE SUMMARY

The Proposal Manager is responsible for coordinating the development of high-quality proposals and strategic submissions
across all sectors, ensuring FrontierSI consistently delivers compliant, compelling and professionally presented responses.

Working closely with the Head of Engagement & Growth, Sector Leads, technical specialists, Finance and the Marketing
Manager, the Proposal Manager coordinates the preparation of tenders, proposals, expressions of interest, grant
applications and other strategic submissions. This includes proposal planning, budget development, document
management, quality assurance, production and submission activities.

The Proposal Manager is responsible for maintaining and continuously improving FrontierSl's proposal development
framework, templates and knowledge assets, driving greater efficiency through standardised processes, Al-enabled tools
and best practice.

By providing specialist proposal management expertise, the Proposal Manager enables Sector Leads and technical
specialists to focus on client engagement, solution development and pursuit strategy while ensuring FrontierSI delivers
high-quality, commercially robust and professionally managed submissions.

KEY RESPONSIBILITIES

Proposal Management

Coordinate the end-to-end development of proposals and strategic submissions to ensure they are delivered professionally
on time and in accordance with client requirements by:

o Bid development: Managing proposal schedules, submission timelines, document control and proposal
production.

e Resource Co-ordination: Coordinating proposal teams, technical contributors, reviewers, delivery partners and
approval processes throughout the proposal lifecycle.

e Budget Development: Coordinating the development of proposal budgets in collaboration with technical
specialists, the Head of Engagement & Growth and Operations team, ensuring pricing schedules are accurate,
commercially robust and aligned with the proposed solution.
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e Managing final production: submission and post-submission activities, including lessons learnt, HubSpot updates
and maintenance of SharePoint proposal resources.

Proposal Development
Support the preparation of compelling, client-focused proposals by:

e Drafting and editing proposal content: including executive summaries, project approach, detailed methodologies,
relevant case studies and other non-technical sections.

e  Working with technical specialists: to translate complex information into clear, concise and persuasive responses.

e  Preparing and maintaining supporting documentation including: project experience summaries, staff biographies
and CVs.

e Proofreading and quality assuring submissions: to ensure consistency, accuracy and alignment with FrontierSl's
brand and style.

Proposal Capability & Knowledge Management

e Developing and maintaining proposal knowledge assets: including proposal templates, capability statements,
standard response libraries, project experience, staff profiles, CVs and other organisational information.

e Maintaining a central proposal knowledge base: by capturing lessons learnt, reusable content and best practice
guidance, ensuring resources remain current, accessible and aligned with FrontierSl's evolving services and
strategic priorities.

e  Driving continuous improvement: by reviewing and enhancing proposal development processes, templates,
governance and quality assurance practices to improve consistency and efficiency.

e Supporting the adoption of Al-enabled tools: using insights from proposal metrics and win/loss feedback to
strengthen FrontierSl's proposal capability and future submissions.

Business Development Support
Provide operational support to the Engagement & Growth team to strengthen business development performance by:

e  Supporting business development planning and reporting through maintaining pipeline information, proposal
forecasting and business development reporting.

e Enabling Sector Leads and strategic opportunities by assisting with proposal planning, client presentations,
capability statements and coordination of delivery partners.

e Supporting business development and market engagement activities through the preparation of conference
abstracts, award submissions, grant applications, marketing collateral and other strategic business development
initiatives.

QUALIFICATIONS & EXPERIENCE

Essential

e Demonstrated experience managing bids, tenders or proposals within a consulting, professional services,
technology or government environment.

e Demonstrated experience coordinating proposal budgets and pricing in collaboration with technical and
commercial stakeholders.

e  Excellent written communication, editing and document management skills.

e  Strong organisational and project coordination skills with the ability to manage multiple concurrent submissions.

e High attention to detail and commitment to quality.

e Demonstrated experience using Microsoft 365 applications including Word, Excel, PowerPoint and SharePoint.
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Desirable

e Experience preparing Australian Government, State Government or research funding submissions.
e  Experience preparing fixed-price, time-and-materials and milestone-based pricing schedules.

e Knowledge of Australian procurement and tender processes.

e  Experience using HubSpot or similar CRM platforms.

e  Experience using Adobe InDesign, Canva or other document design tools.

e Experience using Al tools to improve proposal development and knowledge management.

e Knowledge of, or experience working within, the geospatial or earth observation industry.

DECISION-MAKING & AUTONOMY

The Proposal Manager operates with a high degree of autonomy in managing FrontierSl's bid management process and
proposal development activities. The role is responsible for planning and coordinating submissions, managing competing
priorities and recommending improvements to bid management practices. Strategic decisions relating to opportunity
selection, pursuit strategy and commercial positioning remain the responsibility of the Head of Engagement & Growth and
Sector Leads.

SFIA SKILLS

The Skills Framework for the Information Age (SFIA) provides an internationally recognised framework for defining
professional skills and levels of responsibility. The following SFIA skills represent the core capabilities required of the
Proposal Manager and reflect the level of autonomy, influence and responsibility expected in managing FrontierSl's bid
management function. These skills provide the basis for recruitment, performance development and professional growth
within the role.

SFIA skill Level SFIA Description (Role Application)

Bidding (BIDM) 4 Coordinates the development of high-quality, compliant and competitive
proposals and strategic submissions. Supports proposal planning, schedules,
compliance, reviews, budget coordination and submission activities while
working with the Head of Engagement & Growth and Sector Leads to deliver
successful outcomes

Relationship Management 4 Builds productive working relationships across FrontierSl, delivery partners

(RLMT) and external stakeholders to facilitate collaboration, coordinate proposal
development activities and support successful bid delivery.

Portfolio, Programme and 4 Provides planning, coordination and governance support for multiple

Project Support (PROF) concurrent bids and strategic submissions. Maintains bid schedules, registers,

documentation, reporting and administrative processes to ensure efficient
and effective proposal delivery.
Knowledge Management 5 Develops, maintains and improves FrontierSl's proposal knowledge assets,
(KNOW) including proposal templates, capability statements, project experience, CVs,
reusable content and lessons learnt. Promotes knowledge sharing and
continuous improvement across the Engagement & Growth team.
Business Process 4 Identifies, analyses and implements improvements to FrontierSl's bid
Improvement (BPRE) management processes, templates, governance and Al-enabled workflows to
improve efficiency, quality and organisational capability.
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The Proposal Manager is primarily aligned to Bidding (BIDM) Level 4, reflecting responsibility for coordinating FrontierSl's
proposal development process and supporting the successful delivery of strategic submissions. Supporting skills in
Knowledge Management, Relationship Management, Portfolio, Programme and Project Support, and Business Process
Improvement recognise the role's responsibility for maintaining organisational knowledge assets, coordinating
multidisciplinary proposal teams and continuously improving FrontierSl's proposal capability.

Disclaimer
"This job description is not intended to be all-inclusive. The employee may perform other related duties as assigned to meet

the ongoing needs of the organisation."



