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Proposal Coordinator 
Location:    Surrey, BC 

Start Date:   Immediately 
 
 
POSITION OVERVIEW  
Reporting to the Manager, Proposals and Estimating, the proposal coordinator is primarily accountable for 
coordinating and developing proposals, tenders and qualifications for construction services in the Power 
Transmission & Distribution sector. This individual will coordinate with clients and internal departments during all 
stages of business development lifecycle, gather information on business opportunities, differentiators, and 
strengths for proposal content and edit and assemble winning proposal responses.  
 
 

RESPONSIBILITIES 
1. Prepare and assemble proposals and ensure bid compliance 
2. Adhere to strict bid submission and contract deadlines 
3. Prepare and assemble pre-qualifications 
4. Review business intelligence sources for potential opportunities 
5. Coordinate, maintain and submit key contractual documentation such as - certificates of insurance, 

bonding, and Health and Safety related statistics and certificates. 
6. Maintain the various client driven Prequalification portals – such as IS Networld 
7. Maintain a schedule of deliverable tasks throughout the bid process to ensure completeness and 

compliance of each submission 
8. Other duties as required 

 
 

SKILL SETS 
9. Demonstrate excellent planning, organizational and administrative skills 
10. Demonstrate excellent verbal/written communication, time management, interpersonal skills 
11. Achieve results through problem solving and a clear understanding of priorities 
12. Work collaboratively and constructively with others 
13. Ability to take direction and support multiple departments 
14. Flexible – with the ability to work on a variety of complex projects/issues at the same time 
15. Ability to work in a high pressure and sometimes stressful environment caused by multiple deadlines 
16. Ability to build trusting relationships and work independently without direction or guidance when required 
17. Good level of financial and contractual acumen is considered an asset 
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QUALIFICATIONS 
1. High School Diploma 
2. Post-Secondary Education preferred 
3. 5 years of experience in similar role 
4. 5 years of experience in similar industry (utility, contractor, construction, etc.) 
5. Proficient in Microsoft Office Applications (Word, Excel, SharePoint, Project, etc.) 

 
 

REMUNERATION  
Arctic Arrow offers a competitive compensation and benefits package for the right individual. If you are ready for 
the next step in your career, please submit your resume in confidence at www.arcticarrowgroup.com/careers. 
 
Please note that due to the high volume of applicants, only those under consideration will be contacted. If you have not 
heard back from us, please accept our appreciation for your interest.  
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