MKA Ecology
Fee Proposal Writer - Ecological Consultancy

Key responsibilities

	Fee proposal preparation and coordination
· Identify and coordinate suitable ecological fee proposal opportunities.
· [bookmark: _Int_d8QxcOe9]Prepare and issue high-quality fee proposals, quotations and supporting documents.
· Ensure opportunities are progressed promptly and issued by the required deadline.
· [bookmark: _Int_TGvm9ouz]Work with Directors, Project Managers and ecologists to gather technical and commercial input.
· Check that proposals properly reflect ecological scope, survey requirements, methodology, constraints, timescales, risks, deliverables and pricing information.
· Support ecologists with proposal wording, structure and presentation where needed.
· Attend proposal briefings and relevant internal or external meetings where required.
· Support larger tender and bid submissions as opportunities arise.

Technical quality and review
· Ensure proposal content is technically credible and reviewed by the appropriate Director or ecologist before issue.
· [bookmark: _Int_9Ynh3hr7]Challenge unclear, incomplete or unrealistic content before it is issued.
· Maintain a clear audit trail of assumptions, technical input, review comments and final submissions.
· Identify gaps, inconsistencies, numerical errors or unclear requirements and raise these promptly.
· Contribute to improvements in proposal quality, consistency and success rates.

Proposal workload and visibility
· Monitor proposal activity and maintain visibility of live, upcoming and issued opportunities.
· Prioritise multiple proposal deadlines effectively.
· Keep Directors and relevant colleagues updated on progress, blockages and information needed.
· Help develop practical ways to improve the speed, quality and consistency of fee proposals.
· Maintain key proposal templates and supporting technical information so that submissions remain current and accurate.


Business development support
· Support the business in identifying relevant client requirements and proposal trends.
· Liaise professionally with clients or procurement contacts as part of the proposal process where required.
· Contribute to discussions about opportunity suitability, workload, commercial value and strategic fit.
· Support general business development activity where relevant.

Performance expectations
The role will have clear performance expectations, reviewed regularly. These may include:
· Supporting the business in achieving its fee proposal KPI.
· Timely progression and issue of agreed fee proposal opportunities.
· Consistent compliance with client instructions and deadlines.
· Technically accurate proposals with appropriate input from Directors and ecologists.
· Accurate handling of numerical information, including fee information, rates, costs and pricing assumptions.
· Evidence of effective prioritisation across multiple deadlines.
· Clear communication with internal stakeholders on progress, risks and actions required.
· [bookmark: _Int_bOo5sXnN]Visible monitoring of proposal workload, issued proposals and upcoming opportunities.
· Effective support for larger bids and tenders as they arise.
· Continuous improvement in the quality, consistency and efficiency of proposal submissions.
· Final KPIs will be agreed once the postholder is in role and has completed an appropriate induction period.

About you
The successful candidate will have:
· A strong understanding of ecological consultancy, ideally gained through working as an ecologist or in a closely related technical role.
· The ability to understand ecological survey requirements, methodologies, client briefs, project risks and commercial considerations.
· Strong numerical skills, with the ability to work accurately with fee information, rates, costs, budgets and proposal pricing assumptions.
· Excellent written English, with the ability to produce clear, concise and persuasive fee proposals.
· Strong attention to detail and a practical approach to quality control.
· Good organisational skills and the ability to manage competing deadlines.
· Confidence working with Directors, Project Managers and technical colleagues.
· A commercially aware approach and willingness to take ownership of proposal activity.
· Good working knowledge of Microsoft Office.


Desirable
· Experience preparing fee proposals, quotations, technical reports, tenders or commercial submissions.
· Experience working in ecological consultancy.
· Understanding of UK planning, protected species, habitat survey work, Biodiversity Net Gain or environmental assessment.
· Experience interpreting client requirements and translating technical information into clear written submissions.

