SMS Environmental is a leading company within Water Treatment and Legionella Control. We are seeking a “Bid Prequalification and Tender Coordinator” to join our expanding team at our Head Office in Theale. 
Your role will be to  manage the bid prequalification process and your success will be measured by the number of prequalification’s going through to the tender process. 
Ideally you will be:-
· IT Literate - Knowledge of Microsoft office. 
· Excellent written and verbal communication skills
· A good eye for detail is essential.
· ldeally educated to ``A`` level standard (in English essential) or equivalent.
· Experience in the formulation of prequel documents is desired but not essential as training will be provided. 
· Industry experience would be an advantage. 
Salary will be in the region of £12,000 to £18,000 depending on experience.
Monday to Friday 09:00 to 17:00 (37.5 hours per Week).  The role is also being advertised externally.
CLOSING DATE for internal applicants is 13.01.2012
Supporting Information
As a Bid Prequalification and Tender Coordinator:
· Support the UK Sales Teams to achieve targets
· Coordinate and manage the Prequalification process in its entirety
· Design and maintain a portfolio of Prequel responses available for business use 
· Ensure that all Prequels produced are in line with company policy, procedures and limits of authority assisting in identifying key and major tenders
· Ensure that accurate Prequels are produced and converted to a Tender Bid
· Build and maintain strong relationships across all relevant areas of the business
· Support with Account Managers for data input for Tender submissions
· Build and maintain a central Tender catalogue
· Attend feedback meetings to ensure a best in class Prequels are processed
· Success will be measured on the number of Prequels invited to enter the Tendering Process.


