Proposal Writer

The Proposal Writer is accountable to the Proposal Manager to produce compliant, meaningful, professional, high quality, and cohesive proposals, solution and white papers to SOO/Sources sought/RFI/RFP/RFQ requirements.  Additionally, the Proposal Writer must support the BD and Program Management staff with any Capture Plans, Call Plans, Customer Deliverable assistance, and Marketing Content as appropriate.  The goal is to develop the best representation of DST capability to the customer. The Proposal Writer is the conduit for written communication between DST and the outside business world, thus responses must be of excellent quality so as to leave the most favorable impression. To this end, tasks include:

· Attending and participating in BD staff meetings and working sessions

· Reviewing opportunities and providing research for selection to bid

· Developing proposal outlines

· Drafting proposals

· Collaborating with BD Analysts, Capture Managers, and BD Team on proposal business intelligence information, win themes/storyboards/strategy

· Attending bidder’s conferences as needed

· Visiting client sites as required

· Collaborating and communicating with teaming partners as required

· Developing marketing content as required

· Providing deliverable document support

· Assisting in the development of Marketing Plans, Business Plans, Presentations, Reports, Capture Plans, Call Plans, Plans Customer Business Plans

· Providing communication as needed to the BD Analysts for production support

· Performing Preliminary Proposal Volume Check for compliance

· Performing initial Quality Assurance check on proposal documents

