
Business Development and Bid Executive

12 month maternity cover, starting mid-August | Full time contract

We have an exciting opportunity for an organised and creative Business Development and Bid Executive to join our 
team for 12 months to cover a maternity absence. You will be part of a small but efficient team and play a crucial role 
in the bid process and wider BD/Marketing activities at alinea.

alinea consulting is an equal opportunities employer and we invite individuals from all backgrounds to join our team. 
If you should have any particular requirements at any stage of the recruitment process, please contact Alisha Filippi, 
HR Advisor (alisha.filippi@alineaconsulting.com). 

To apply, please send a CV and cover letter, in confidence, to Alisha Filippi, HR Advisor 
(alisha.filippi@alineaconsulting.com).

The role

•	 Managing the bid process using InDesign, ensuring 
deadlines are met

•	 Updating the company website and social media 
with articles and project information

•	 Compiling/creating documents for internal and 
external use

•	 General day to day BD including support on 
placemats and presentations, maintaining image and 
graphics library and ensuring copyright compliance

•	 Manage capability statements, marketing trackers, 
designing icons and graphics and collecting client 
references

•	 General administrative support and office 
management e.g. photocopying, scanning, document 
binding, branding documents and amending PDF 
documents.

Required skills and qualifications

•	 A self-motivated team player, able to prioritise 
effectively and meet deadlines

•	 First class interpersonal skills, approachable and 
professional with a ‘can do’ attitude

•	 Excellent verbal and written communication skills 
and with a close attention to detail

•	 Excellent IT skills including Microsoft Office, 
Microsoft Outlook and Adobe InDesign 
(Intermediate/Expert). Knowledge of Wordpress, 
Adobe Illustrator and Photoshop would be an 
advantage

•	 Previous experience or knowledge of the property 
industry is desirable.


