
 

Title: Proposal Writer  
Reports to: Government Relations Lead 
Based in: London 
Travel: Occasional national travel  

 

Proposal Writer 
 

Context  

Launched in 2011, Tech City UK supports digital entrepreneurship across the nation, with 
regional bases in London and Northern England. 

Our aim is to help accelerate the growth of promising digital businesses in the UK. We do 
this by focusing on three areas:  

1. Lifecycle Programmes - running programmes that help digital start ups and scale 
ups through every stage of their maturity – from seed to IPO or trade sale;  

2. Nurturing Skills – we’ve helped thousands learn how to start, join and grow a digital 
business through our online Digital Business Academy and brought the best digital 
talent in the world to the UK through the Tech Nation Visa scheme;  

3. Thought Leadership & Advocacy – using all the data, intelligence and connections 
with the community, we are able to create seminal reports, like the Tech Nation 
Report,  and events that mark us a thought leader in creating digital ecosystems  

The culture is one of a start up with a lean mentality. We aim to be agile, transformative and 
authentic in our day-to-day operations.  

 

The Challenge of the Role  

As the Proposal Writer, you will be at the center of writing bid proposals and pitches for 
government and commercial opportunities. Tech City UK is an independent not-for-profit 
organisation that is funded through a mix of government grants and commercial 
opportunities. In this role, you will get to know the inner-workings of all our programmes 
and gain a deep understanding of the start up and scale up tech community in the UK. You 
will link those elements to the strategic vision of the board and executive team to craft 
strong business cases that win bids.  
 
You will be curious and know how to marry words and numbers to make a business case 
come to life.  You will enjoy working in a delivery focused, agile environment. You care 
about technology, culture, words & numbers and know how to craft a compelling narrative 
with a strong evidence base.  
 

Main Duties & Responsibilities  

Your day-to-day duties will  include: 

● finding out about possible business opportunities 
● finding out about the needs of digital entrepreneurs, policy makers and corporate  
● talking and listening to all the stakeholders in the tech community 



 

● gathering evidence to prepare cases for proposals 
● collecting data for proposals, like financial records 
● checking the rules the proposal must follow 
● forming a proposal team with the right internal and external stakeholders  
● collaborating closely with with proposal team to create a compelling business case  
● presenting the  information in easy-to-understand ways 
● designing, writing, editing and checking  proposal documents 
● keeping accurate records and saving material to a ‘proposal  library’ for future use 
● submitting proposals  

In order to execute your duties, you will…  

● Work collaboratively across the team, particularly with executive team and with 
external partners and stakeholders 

● Use accepted company’s practices to track your progress.  

● Manage expectations at each step with all involved, from internal team members to 
external stakeholders  

● Seek to minimize dependencies as much as possible and remove roadblocks to progress  

● Passionate about hitting deadlines with appropriate planning and drafting time for 
reviews to happen.  

 

Essential skills and experience  

● Experience 

o Have at least 2 years experience writing bid proposals or similar 

o Good track record of creating business cases and proposals that win support  

o Have successfully worked with remote teams 

o Ideally have experience working with UK national government bids and tenders 

o Have proven track record working with teams to create powerful proposals in 
different formats - presentations and written text.  

o Proven track record of delivering proposals through collaboration with key 
stakeholders and internal teams.  

● Skills 

o  Excellent communicator at all levels, with fluent written English skills  

o excellent research, writing and checking skills, with close attention to detail 
o excellent skills at Word, Excel and Powerpoint  
o solid grasp of financial levers in any business case  
o good time-management and organisation skills 

o Demonstrate superior judgment based on skills, intuition and experience. 

o BA degree or higher  

o Completed  A level (or equivalent)  in English.  

o Excellent leadership, communication and teamwork skills. 



 

o Back up your opinions with data and clear well-structured cases.  

o Have a record of establishing credibility with senior stakeholders  

o Strong  analytical and verbal skills; quick thinker and clear communicator. 

 

● Attitude 

o You are execution focused and have a proven record of success in complex 
environments.  

o Results-driven, high-performing, high-quality work attitude  

o You must demonstrate the maturity to work independently on a day-to-day 
basis and have the wisdom to know when to collaborate, delegate and/or 
escalate.  

 

Contact Details  

If you are interested, please send a covering letter, your CV and a short email to 
jobs@techcityuk.com for more details. No agencies please. Tech City UK is an equal 
opportunities employer. Job applicants may be asked to provide evidence of their ability to 
work and live in the country where the role exists.  

 


