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BPP Job Description


Job Title		Bid & Contract Analysis Coordinator (Contracting, Data and MI (CDMI))
Department		Marketing
Location		Manchester 
Additional details	Hybrid role: Manchester office, home based.
Contract type		Full time and permanent	
Hours of work		BPP’s core hours are Monday-Friday, 9am-5.30pm (37.5 hours per week)
Reporting lines	Head of Bid Management (Partnerships)

Purpose
The role will be responsible for:
· Working with the internal legal team and senior leadership team stakeholders to ensure prompt review of any new bid T&CS on successful bid wins. 
· Liaising with the legal team, Information Security, and Data Protection, to ensure that any review T&Cs plus any deviations are agreed.
· Liaison with internal and external stakeholders to ensure timely return signature of all new delivery contracts following bid win. 
· Supporting the handover of new contracts into the operational teams with regards to data and MI requirements, KPI’s and SLA’s.
· Accurate completion and ongoing management of MI returns in relation to CCS, YPO, LA and NHS frameworks 
· Data analysis, reporting and administrative tasks required by the bid team.
· Supporting the Bid Managers with contract analysis.

Leveraging;
· Legal contractual reviews for frameworks and direct delivery 
· Bids data including horizon spotting for new bids. 
· Internal data sources relating to frameworks including MI and contractual renewal
· Other sources as appropriate

Collaborating with the following teams;
· Legal Team
· External contracting teams
· Bids function
· Sales Teams
· BPP Schools/Firebrand/Estio operational teams
· External partners

Skills Essential
· Detailed data analysis
· An understanding of skills framework MI returns e.g., CCS, YPO, Salisbury, NHS NOE.
· The ability to work with quantitative data and provide summary reports 
· The ability to work collaboratively with internal stakeholders to implement and manage new MI reporting requirements for new frameworks.
· Experience in using SalesForce, PowerBI, Excel.
· Experience of working in an MI/contract administration role, preferably in employment and skills 
· Ability to work to deadlines.
· Attention to detail and experience of compliance checking of data entries.

Desirable
· Experience working with Bids and Tenders, and data in the education, skills, and training sector
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