Proposal Writer
Company Description:
Moore & Associates is a growing consulting firm based in Valencia, specializing in marketing, planning, and management services for the public transportation industry. Clients include bus, commuter and intercity rail, and specialized transportation.  Founded in 1991, the firm enjoys a reputation for integrity, insight, and innovation and embraces a strong promote-from-within philosophy.  This recruitment pertains to placement at our Valencia office.

Job Description: 

Proposal Writer to assist in development of proposals and bid documents. Must have demonstrated experience in report writing, meeting deadlines, and communicating technical information in a clear manner. Experience in journalism, marketing, or technical writing preferred.
Job Requirements: 

· Minimum 2 years business development experience.

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

· Demonstrated proficiency with Microsoft Office applications.

· Solid time management skills.
· Reliable transportation.
Academic and Professional Requirements:

Bachelor’s degree in English, Journalism, Planning, or related field. Prefer experience in public sector contracting/procurement.
Compensation/Benefits:
Dependent upon 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 cover letter and resume to transitfirm@gmail.com.  Indicate “Proposal Writer” in your subject line.  Your cover letter should detail specifics of experience and qualifications as well as salary requirements.  Resume must include all education/experience for past 5 years. Incomplete submittals will not be reviewed or considered.  

Employment is conditional on pre-employment physical, drug screen, and background assessment.  We are proud to be an EEO/AA employer.

