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SELWOOD LTD 
POSITION DESCRIPTION: Head of Bids


LOCATION:			Chandlers Ford	
POSITION PURPOSE:  To lead the bid and tendering function for Pump Rental Solutions, ensuring the delivery of high‑quality, commercially robust and compliant tender submissions. The role provides day‑to‑day leadership, drives continuous improvement and supports commercial strategy. 

RESPONSIBLE TO: 	Director of Commercial Business Development
RESPONSIBLE FOR:	Tender Manager and Bid Writer

REGULAR CONTACTS:	External	Consultants
Application Providers
Customers

Internal	
· Director of Commercial Business Development
· Commercial Managing Director
· Director of Commercial Finance
· Sales & Solutions Directors
· SHEQ
· Operations & Solutions
· Central Services

MAIN RESPONSIBILITIES:
Tender Leadership
· Lead the full tender lifecycle (RFI, PQQ, ITT), ensuring compliant, accurate and compelling submissions.
· Manage tender pipeline visibility, resource allocation, team output and performance.
· Ensure submission responses align to client scoring criteria and commercial objectives.
· Lead set review processes (submission reviews, quality checks, sign‑off and governance).

Team Management & Development
· Tender Manager and Bid Writer performance review, ensuring effective coaching, performance monitoring and development planning.
· Build capability and resilience within the team and maintain high standards of written quality.
Commercial Compliance & Risk 
· Ensure tender responses adhere to procurement legislation and internal governance.
· Ensure that the terms and conditions of prospective contracts are identified, reviewed, and escalated at the earliest opportunity by coordinating with Legal Counsel and the Director of Commercial Business Development.

Contract Quality Plan (CQP) Compliance:
· Manage CQP procedure to raise awareness of contractual obligations and ensure compliance across stakeholder groups.
· Lead responsibility for ensuring Contract Quality Plans (CQPs) are fully implemented from tender award through mobilisation.
· Track progress of implementation actions and ensure monitoring is consistent and accurate.
· Identify concerns or delays and escalate actions to the Director of Commercial Business Development or relevant functional leads.
· Feed lessons learned from CQP monitoring back into future tender improvements.
Cross-Functional Collaboration
· Work closely with Sales, Solutions, Operations, Legal, SHEQ, HR, Transport and Finance to gather necessary content data and insight.
· Strengthen relationships across departments to ensure a unified, customer‑centric approach to tendering.
· Support post‑award processes, including contract execution and CQP integration.

Process, Content & Continuous Improvement

· Oversee the development and maintenance of content library materials.
· Maintain processes that support consistency, efficiency and quality assurance.
· Review feedback from clients and internal teams to drive continuous improvement.

Deputising & Strategic Support

· Provide senior‑level writing, editing, storyboarding and narrative development support during absences or peak periods.
· Support monthly board reporting, including tender pipeline, KPIs, insights and risk updates.
· Act as deputy for the Director of Commercial Business Development when required.

The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.


QUALIFICATIONS & EXPERIENCE:
Essential
· Demonstrable experience managing complex tenders within public procurement.
· Proven line management or leadership experience.
· Advanced writing and editing skills.
· Strong organisational skills with the ability to manage multiple deadlines.
· Understanding of procurement regulations compliance, and commercial risk.
· Proficiency with Microsoft Office and AI tools

Desirable
· APMP or equivalent bid management qualification.
· Relevant sector experience (pump rental, utilities, construction, infrastructure).
· Experience with procurement portals (Achilles, Ariba, Jaggaer/Bravo).
· Understanding of pump rental operations and applications.
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