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Introduction

We are more than an architectural practice. We are a team of teams with diverse and extensive expertise. We
lead projects in our unique integrated way, delivering exceptional value and positive impact for our clients and
communities.

Founded in Newcastle upon Tyne in 1953, we now have teams collaborating across the UK and internationally,
with a shared commitment to our ethos of Everything architecture: to improve the quality of the world around us
and, in doing so, improve people’s lives.

Overview

Our communications team plays an important role in building Ryder’s profile, supporting business development
and helping secure new opportunities.

Based in Newcastle or London and reporting to the communications director, the proposals executive will be
part of our proposals crew, coordinating and developing high quality proposals, submissions, credentials and
presentations.

This is a varied, collaborative role for someone who combines strong writing and organisational skills with
excellent attention to detail and the confidence to work with colleagues at all levels. You will play a key role in
managing the proposals process from initial opportunity through to submission, bringing together people,
information and content to ensure deadlines are met and every submission represents Ryder at its best.

You will work closely with proposals and communications colleagues, project teams and external partners. This
includes coordinating contributions, keeping activity on track, editing and developing content, checking
compliance and helping create clear, engaging and professionally presented submissions.

We are open to considering candidates with different levels and types of experience. Direct experience of
proposal or bid preparation and/or management would be useful, but is not essential. You may have developed
relevant skills through marketing, communications, business development, project management, professional
services or another fast paced environment — or have completed architectural training but are looking for a
different career path. An interest and/or experience of architecture, design, property and the built environment
would be useful but not essential.

What matters most is the right combination of skills, attitude and aptitude — excellent communication, strong
organisation, an eye for detail, sound judgement and a positive, proactive approach to getting things done.

Key responsibilities

1. Work closely with proposals colleagues and wider project teams to plan, coordinate and deliver proposals,
tenders, framework applications, credentials and presentations to deadlines.

2. Help establish proposal requirements, responsibilities, milestones and deadlines, ensuring contributors
understand what is required and when.

3. Monitor tender portals for potential new opportunities, updates on procurement timelines and compliance.
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4. Coordinate proposal kick off meetings, progress reviews and debriefs, capturing actions and maintaining
momentum throughout the process.

5. Liaise with colleagues and external partners, building positive relationships and managing contributions,
feedback and deadlines.

6. Collate, draft, edit and proofread proposal content, ensuring writing is clear, accurate, persuasive and
appropriate for the intended audience.

7. Review and improve contributions from different authors, where required, to create a consistent narrative,
tone of voice and quality throughout each submission.

8. Check proposals against client requirements, ensuring submissions are accurate, compliant and complete.

9. Support the design, formatting and production of proposals and presentations in accordance with Ryder’s
brand toolkit.

10. Use InDesign, PowerPoint and Word to develop and update proposals, with further training provided if
required.

11. Assist with the development and maintenance of project descriptions, CVs, case studies, brochures and
other marketing and proposal related collateral.

12. Complete supplier questionnaires and support other pre qualification and business development
documentation.

13. Maintain accurate and up to date proposal related content within all relevant Ryder systems.
14. Manage and maintain the proposals workflow and protocol.

15. |dentify opportunities to improve proposal content, processes, templates and ways of working — including the
way in which proposal data is gathered, monitored and analysed to inform strategic decision making.

16. Lead and/or contribute to regular proposal meetings to review upcoming opportunities, agree priorities and
plan workload.

17. Support the wider communications and business development team where appropriate.
Skills and capabilities

We are interested in what you can bring to the role rather than looking for one specific career path. You should
be able to demonstrate many of the following:

Excellent written communication and copywriting skills, with the ability to turn complex or technical
information into clear, concise and engaging content.

Strong proofreading and editing skills, with excellent grammar and spelling.

Exceptional attention to detail, including the ability to spot inconsistencies, omissions and errors while retaining
sight of the overall message and objective.

Strong organisational and project coordination skills, with the ability to plan activity, manage workflows and
keep several pieces of work moving simultaneously.

An agile and flexible approach, remaining positive, calm and solutions focused when priorities change or
deadlines compete.
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A proactive attitude, anticipating what needs to happen next, using initiative and taking responsibility for
progressing work.

Strong relationship management and interpersonal skills, with the confidence to liaise with and appropriately
challenge colleagues and external partners to secure the information and input needed.

The ability to influence without formal authority, encouraging contributors to meet deadlines and maintain
agreed quality standards.

Sound judgement and prioritisation skills, including knowing when to resolve an issue independently and
when to escalate it.

A collaborative, people focused approach, comfortable working as part of different teams and bringing
together contributions from multiple stakeholders.

The ability to assimilate large volumes of information quickly, identifying the most relevant material and
shaping it into clear responses.

Strong quality standards, with a commitment to producing polished, accurate work even when working at
pace.

Confidence using Microsoft Office, particularly Word and PowerPoint.

Practical experience of InDesign and a willingness to develop these skills further. Additional training will be
provided.

Experience of Photoshop and lllustrator would be useful but is not essential.

An interest in continuous improvement and finding better, more efficient ways of working.

Previous experience within architecture, the built environment or professional services would be beneficial but is
not required. Likewise, a degree in English, marketing, communications or a related discipline may be helpful, but

equivalent skills and experience are equally valued.

Above all, we are looking for someone who is curious, dependable, organised and collaborative, takes pride in
the quality of their work and enjoys bringing people and information together to produce an excellent result.





