BUSINESS DEVELOPMENT COORDINATOR
Position Description
Established consulting firm specializing in planning, management services, and marketing for the public transportation industry is seeking an individual who possess high initiative and demonstrated ability to work both independently and as part of a team.  Optimal candidate must be detailed-oriented, possess excellent communication and organizational skills, and function successfully within a deadline-oriented environment.  This is not a sales position.  Prior business development and/or public sector consulting experience preferred. Strong writing skills are essential.
Responsibilities
· Support the firm’s Business Development team in the preparation of responses to Requests for Proposals (RFP), Requests for Qualifications (RFQ), and other bid submittals.  

· Compose, proofread, format, and ensure consistent look and sound of proposals, reports, and other related documents.
· Assist with additional Business Development activities such as preparation of client presentations, competitive analyses, marketing, customer outreach, and promotion of the firm.

· Occasional travel to assignments throughout the Western United States.
· Other duties as assigned.
Basic Qualifications
· Undergraduate degree or equivalent strongly preferred.
· Writing and/or proofreading experience.

· Strong organizational skills and keen attention to detail.
· Excellent written and oral communication skills.

· Demonstrate high proficiency with a variety of Microsoft Office applications.

· Proven time management skills.
Compensation/Benefits
Dependant on qualifications. Company-provided benefits include paid healthcare, annual leave, paid holidays, 401k, and educational assistance.

Application Procedure
All submittals will be held in confidence.  Submit letter of interest, resume, and writing sample online to transitfirm@gmail.com.  Please reference “BD Coordinator” in the subject line of your email.  Submissions that do not include all components will not be considered.
Employment conditional on a pre-employment physical, drug and alcohol test, and background assessment.  We are proud to be an EEO/AA employer.  We maintain a drug-free workplace.
