
                                                                            
 

 
 

Job Description  

SAID BUSINESS SCHOOL 

Job title Commercial Bid Manager 

Division Social Sciences 

Department  Saїd Business School 

Location Egrove Park, Kennington & Park End Street, Oxford 

Grade and salary Grade 8: £43,414 - £51,805 Per Annum 

Hours Full time (37.5 hours) 

Contract type Permanent 

Reporting to 

 
Associate Director: Bid Management and Commercial Performance 

Job description 

Overview of the role 
 
Utilising project management disciplines, the Commercial Bid Manager (CBM) will be responsible for 
the management of the entire bid process. 
 
They will ensure all timelines are met and that the bid submitted is as complete and accurate as 
possible, whilst also best reflecting Custom Executive Education’s (CEE) services and abilities. 
 
The CBM is responsible for the quality of all aspects of the bid, including written documentation and 
presentations. They ensure all bid documentation is clear, concise and crucially, compelling. They 
source and co-ordinate design input to ensure the visual standard of all documentation and 
presentation material is first class and eye-catching.  
 
They create the commercial proposition for the opportunity incorporating the full understanding of 
the design content and ensuring this is a competitive price point in the marketplace.  
 
They will gain a full understanding of the governance processes. 
 
The role holder will have a willingness to experiment with a variety of traditional and new technologies 
to create proposals and other related documents. 
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Responsibilities/duties  
End to end management of opportunities: 
• Qualifies leads applying experience, wisdom and judgement to opportunity qualification, 

ensuring that progressed opportunities are strategically aligned, commercially viable, and 
compliant with University governance processes and due diligence requirements.  

• Project management of the end-to-end bid process of formal and informal client pursuit. 
Understands and navigates complex, multi-stage procurement processes. Acts as an internal 
subject matter expert providing guidance and support to others in the production of informal 
and tender responses that are not directly managed by the Bid Team. 

• With new clients, meet and contact them to understand their requirements and produce a bid 
response which presents an appropriately scoped solution involving Client Directors, faculty 
and subject matter experts from across CEE, the wider school and our external partners as 
required. The role holder will gain an understanding of the key objectives of the client and work 
with the content provider to showcase how CEE can fulfil these requirements. They will identify 
the need for delivery partners or subcontractors to meet the criteria and act as a conduit 
between relevant parties to negotiate a joint commercial proposition that meet the clients’ 
needs. They will work with the Business Operations and Contracts Manager to put in plus 
relevant teaming agreements.  

• Maintain and extend understanding of CEE service offering, SBS and wider University of Oxford 
and market capabilities. Write elements of the technical sections of proposal responses 
conveying SBS’ value proposition. Including, but not limited to: 

 o Describing the University of Oxford and the Business School 
 o Replaying our understanding of the Clients requirement 
 o  Setting out a method statement of how we will meet their requirement from a 

pedagogical and service delivery perspective 
 o Preparing the commercial proposal and delivery plan 
 o  Identifying the client roles and responsibilities and assumptions in the engagement 

process 
• Identify relevant clarification questions and work with the Bid Coordinators to communicate 

these to clients, soliciting appropriate responses. 
• Use supplier briefings and clarification calls to elicit soft intelligence about the competitor 

activities, supplier landscape, and the School’s market positioning and offering. Provide the 
intelligence back to the Associate Director, Bid Management & Commercial Performance and 
the Commercial & Operations Director. 

• Lead on pricing of proposed opportunities, applying relevant policies and seeking relevant input 
from the Finance team and the Associate Director of Bid Management & Commercial 
Performance to ensure commercial objectives are met. Provides directional guidance to Client 
Directors, faculty and subject matter experts from across CEE, the wider school and our external 
partners as required who develop proposals on behalf of CEE, and in doing so, provide pricing 
support for all custom proposals including those progressed outside of the Bid Team. 

• Lead a bid response team which is fluid in its composition and engages a variety of individuals 
from within CEE, Faculty, Associate Fellows and third parties. In doing so, the role holder will be 
expected to formalise a clear vision, creating a sense of unity and common purpose in the team. 
The role holder will need to clarify the requirements of each individual contributor and agree 
clear task objectives. They will need to manage these individuals to tight deadlines to secure 
contributions against competing priorities. 

• Submit the final bid response, in accordance with the client format, deadline and any relevant 
internal school governance procedures. 
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• Seek client feedback for both won and lost opportunities, synthesising what looked compelling 
against the competition and lessons learned and identifying opportunities for improvement in 
opportunity management. 

Selection criteria  

Essential 
 

• Demonstrable experience of managing complex bid, procurement led or similar tasks. 
Proven track record of success in a business development role at a senior level, with 
demonstrated ability to identify, establish and maintain relationships with senior 
stakeholders  

• Commercially astute: experienced at creating commercial budgets and familiar with general 
commercial contract terms and conditions 

• Sensitive and persuasive negotiator 

• Working knowledge of project management methodologies 

• To understand contract and governance processes or a willingness in this area to learn 

• Established builder and leader of networks 

• Team player, keen to work with internal/external team members to develop outstanding 
tailor-made solutions for clients 

• Experience of working in management within education or a higher education environment 
is desirable 

• Outstanding oral and written communication skills with experience of writing and presenting 
proposals 

• Demonstrable ability to work successfully with professional advisors (e.g., Lawyers) and 
client professionals such as buyers and HR managers. 

 

The University  
 
The University of Oxford is a complex and stimulating organisation, which enjoys an international 
reputation as a world-class centre of excellence in research and teaching. It employs over 11,000 staff 
and has a student population of over 22,000.  
 
Our annual income in 2014/15 was £1,429m. Oxford is one of Europe's most innovative and 
entrepreneurial universities: income from external research contracts exceeds £520m p.a., and more 
than 80 spin-off companies have been created. 
 
Oxford is a collegiate university, consisting of the central University and colleges. The central 
University is composed of academic departments and research centres, administrative departments, 
libraries and museums. There is a highly devolved operational structure, which is split across four 
academic divisions, Academic Services and University Collections and University Administrative 
Services. For further information, please see: 
 
www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university.  
 
For more information please visit http://www.ox.ac.uk/about  
 
 
 
 
 

http://www.ox.ac.uk/staff/about_the_university/new_to_the_university/structure_of_university
http://www.ox.ac.uk/about
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Social Sciences Division 
 
The Social Sciences Division represents the largest grouping of social sciences in the UK: home to a 
number of outstanding departments and to the internationally ranked Law Faculty; all are committed 
to research to develop a greater understanding of all aspects of society, from the impact of political, 
legal and economic systems on social and economic welfare to human rights and security. That 
research is disseminated through innovative graduate programmes, impactful executive programmes 
and enhances undergraduate courses. 
 
For more information please visit http://www.division.ox.ac.uk/ 
 

Saїd Business School  
 
The Saїd Business School is renowned globally for its strengths in a number of key financial areas 
including entrepreneurship, social entrepreneurship, finance and major programme management in 
particular.   We are distinguished from other business schools in that we are an integral part of Oxford 
University, and benefit from this embeddedness across our programmes, from our undergraduate 
programme (executed jointly with the Economics Department) to our specialist MSc degrees (in 
conjunction with both Law and Economics Faculty) to our highly regarded Masters in Business 
Administration (MBA) and Executive Masters in Business Administration (EMBA) degrees. We are an 
international and outward-looking School with our course participants coming from more than 50 
countries.  
 
We have a growing portfolio of custom, open programmes and accredited diplomas for executives 
and as a testament to the high quality of these programmes, Saïd Business School has risen to 8th in 
the World in the combined ranking of Executive Education programmes compiled by the Financial 
Times, (May, 2020). 
 
Further information on Saïd Business School is available at www.sbs.oxford.edu  
 
Executive Education at Saïd Business School 
 
In recent years our Executive Education activities have grown substantially and we are on track to 
become a top 5 global provider of Executive Education. The School offers two types of executive 
programmes: open on-campus and online programmes available to professionals from a wide range 
of organisations, and custom programmes commissioned by organisations for their own executives.   
 
We are now entering the next stage of growth, providing this exciting opportunity for an 
experienced professional from the executive education industry.   
 
This aspect of the business is managed through OSBS Ltd, a subsidiary company of the University of 
Oxford. OSBS Ltd is the employing authority in the case of this post and the key terms and conditions 
largely mirror those of the University.  
 
General Conditions  
 
The appointment will be a grade 8 and the starting salary of the successful candidate will be fixed 
according to experience. The appointment will be subject to a probationary period.  This is a full-time 
post equivalent to 37.5 hours per week, the actual distribution of those hours to be agreed. The 
appointment of the nominated candidate will be subject to the satisfactory completion of a medical 
questionnaire. 

http://www.division.ox.ac.uk/
http://www.sbs.oxford.edu/
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The post holder will be entitled to 38 days holiday pro rata (inclusive of public holidays). 
 
The policy and practice of the University of Oxford require that all staff are afforded equal 
opportunities within employment and that entry into employment with the University and 
progression within employment will be determined only by personal merit and the application of 
criteria which are related to the duties of each particular post and the relevant salary structure. In all 
cases, ability to perform the job will be the primary consideration. Subject to statutory provisions, no 
applicant or member of staff will be treated less favourably than another because of his or her sex, 
marital status, sexual orientation, racial group, disability or age. 
 
All data supplied by applicants will be used only for the purposes of determining their suitability for 
the post and will be held in accordance with the principles of the Data Protection Act 1998 and the 
University's Data Protection Policy. 
 
Applicants should have evidence of their eligibility to work in the UK. Applicants who would need a 
work visa if appointed to the post, are asked to note that under the UK’s new points-based migration 
system they will need to demonstrate that they have sufficient points, and in particular that: 
 
(i) They have sufficient English language skills (evidenced by having passed a test in basic English, or 
coming from a majority English-speaking country, or having taken a degree taught in English) 
And 
(ii) That they have sufficient funds to maintain themselves and any dependents until they receive 
their first salary payment 
 
Further information is available at: 
http://www.ukba.homeoffice.gov.uk/workingintheuk/tier2/generalarrangements/eligibility/  
 
Working at the University of Oxford 
For further information about working at Oxford, please see:  
http://www.ox.ac.uk/about_the_university/jobs     

http://www.ukba.homeoffice.gov.uk/workingintheuk/tier2/generalarrangements/eligibility/
http://www.ox.ac.uk/about_the_university/jobs

