L-3 Platform Integration Division in Waco, TX is currently seeking a Principal Proposal Development Coordinator.

The Principal Proposal Development Coordinator, under direction of the Proposal Center Department Lead and/or Capture Manager, supports in overseeing all aspects of the proposal process including desktop publishing, analyzing the RFP, directing proposal reviews, technical evaluation, planning and scheduling, quality, managing follow-up questions and communications. Coordinates information and resources obtained from various functional groups to meet proposal requirements, schedules, and milestones. Works closely with other departments to obtain resources and information necessary to develop and finalize proposals.
Basic Skills
· Must demonstrate capability to prepare winning proposals under tight schedule constraints and the flexibility to work overtime as may frequently be required to support emerging requirements and changing demands and schedules. 

· Must possess demonstrated ability to work under and enforce tight deadlines, ability to work independently and as part of a team, and ability to prioritize multiple tasks efficiently and effectively according to deadlines. 

· Position requires acute attention to detail, focus, and impeccable proofreading and editing skills. 

· Flexibility to meet deadlines and proposal schedules, to adapt and adjust along the way, and organizational and leadership skills are essential, along with a high tolerance for dealing with the unexpected or unplanned, and the ability to function well under stress. 

· Must be able to interface with and present proposed solutions to high-level representatives of customers and work in a team environment. Sets the highest ethical standards for self and others. 

· Other duties as assigned.

 

Computer Skills/Data Management

· Expert computer skills and proficiency in MS Office (Word, Excel, PowerPoint) are required, including desktop publishing in MS Word; capabilities in Adobe Photoshop, Acrobat, InDesign, and/or Illustrator graphics or similar are highly desirable. 

· Capability to develop graphics in MS Office products (PowerPoint) is also highly desirable. 

· Assisting with compilation of electronic submissions in Adobe PDF format

· Provide primary support for populating and maintaining knowledge management database.

· Creating and populating SharePoint sites

· Maintaining Proposal Center materials; collaborate with other Proposal Center members to provide scheduling guidance, reminding staff of deadlines, editing Word documents, providing copying and production support, coaching senior staff on proposal processes, and keeping Proposal Center data current and available.
· Responsible for editing, reviewing/rewriting proposal inputs, artwork, tables/figures, reproduction, assembly, binding, and shipping of proposal. 
Proposal Development Planning

· Establishes proposal development plans and milestones and manages adherence to capture and proposal plans and schedules. 

· Develops controls systems and reports that accurately measure progress and identify potential problems in sufficient time for corrective action to be taken. 

· Works across boundaries and orchestrates actions by directing the performance of proposal development teams and functional task elements such as Reproduction, IT, and administrative functions. 

· Focuses on the customer requirements. Provides satisfactory reasons for significant deviations from duties or expected results. 

Basic Qualifications
· Bachelor degree + a minimum of 6 years experience combined pursuit/capture management, marketing documentation management, program management with technical proposal management/RFP response experience. 

· Associates degree + a minimum of 10 years experience combined pursuit/capture management, marketing documentation management, program management with technical proposal management/RFP response experience. 

· High School Diploma/GED + a minimum of 14 years experience combined pursuit/capture management, marketing documentation management, program management with technical proposal management/RFP response experience. 

· Must have recent aerospace/defense industry experience. 

· Must have experience with Microsoft Office applications such as Word, Excel, PowerPoint, and Outlook. 

· Must be able to work overtime, any shift, and weekends as required. 

· Must be able to obtain Security clearance. 

· Must be able to travel.

Interested, qualified applicants should apply online at:  http://www.l-3com.com/careers/search-english.aspx (job number 13233)

The essential physical requirements of the position will be reviewed with the applicant during the interview. 

 

L-3 Platform Integration, a recognized leader in aircraft modification and special mission system integration, offers challenging and rewarding assignments across a broad spectrum of aircraft modification programs. The Platform Integration Division provides innovative solutions for major structural modifications and systems integration to military and commercial aircraft. The division has primary operations in Waco, TX and throughout the U.S.

  

We are proud to be an EEO/AA employer M/F/D/V. We maintain a drug-free Tobacco-free workplace and perform pre-employment substance abuse testing.

 

