
 
 
FHI 360 is a nonprofit human development organization dedicated to improving lives in lasting ways by 
advancing integrated, locally driven solutions. Our staff includes experts in Health Education, Nutrition, 
Environment, Economic Development, Civil Society, Gender, Youth, Research and Technology – creating a 
unique mix of capabilities to address today’s interrelated development challenges. FHI 360 serves more than 
60 countries, all 50 U.S. states and all U.S. territories.  
 
We are currently seeking qualified candidates for the position of Business Planning and Proposal Manager 
 
Position Summary: 
The Business Planning &Proposal Manager will be responsible for proposal development - ensuring security 
and integrity of all proposal documentation, coordinating internal flow and review of all proposal inputs, 
coordinating schedules, coordinating activities with cross functional business areas, and directing submission 
of the final proposal. S/he will also support the Regional Business Development Director, APRO on 
partnership, strategy and business planning for the Asia-Pacific Region. 
 
Key Responsibilities: 
Partnership, Strategy and Business Planning 

• Contributes to regional and global business planning activities including participation in key meetings, 
training programs and regional proposal development efforts. 

• Contributes to partnering decisions and negotiations with the Regional Business Development Director, 
APRO 

• Maintains relationships with sponsors, governmental agencies, universities, multinational, and other 
non-governmental organizations. 

• Builds capacity and mentorship to peers and country teams on capture/proposal development  

• Represents FHI 360 at external engagements – meetings, conferences, workshops, etc. 
 
Proposal Development 

• Partners with the technical leader to deliver a compliant, competitive proposal to the client on time. 
Oversees the entire proposal process, making sure that every member of the proposal team, including 
sub- and prime contractors, knows what is expected of him/her and when tasks are due. 

• Creates the proposal schedule and keeps track of proposal progress (technical and business). 

• Ensures milestones are met and proposals receive appropriate review(s). 

• Assists the technical leader to ensure compliance with solicitation. 

• Communicates changes or new information to the entire team.  

• Helps develop and communicate proposal strategy. 

• Prepares proposal responsibility and compliance outline. 

• Undertakes routine writing and editing assignments. This can include corporate capability statements, 
past performance reports, bio-summaries/resumes, briefing notes, and other assigned writing pieces 

• Assists the technical leader in securing resources, such as authors and reviewers. 

• Provides updates on assigned proposals for accurate system tracking. 

• Archives final proposal documentation and ensures bid strategy implementation and compliance. 

• May identifies, tracks, and circulates opportunities to key internal stakeholders.  

• Supports bid planning, intelligence gathering, field research, data collection, competitive analyses and 
partnership strategy. 

• Facilitates bid/no bid decision-making. 

• Helps develop win themes, strategies, and design approaches. 

• Performs other work assigned. 



 
APPLIED KNOWLEDGE & SKILLS:  

• Extensive knowledge of fundamental principles, terminology, and methodology of proposal 
development. 

• Extensive knowledge of proposal management conventions. 

• Effective organizational skills and track record for effectively managing proposal teams of 
diverse levels of seniority and experience. 

• Effective communication skills required for providing diplomatic and constructive comments to clients. 

• Skill in observing detail. 

• Ability to foster good customer relationships to build client base . 

• Ability to understand and follow written guidelines, including departmental policies, FHI 360 
policies and procedures, and work orders. 

• Ability to establish and maintain effective working relationships with co-workers, supervisors, and other 
staff. 

• Effective multi-tasking and flexibility to meet competing needs and sensitive deadlines. 

• Skill in abstracting, condensing, or writing general information for inclusion in proposal 
documents. 

• Ability to manage short-term, long-term proposals of varying complexity. 

• Ability to analyze tasks and determine appropriate level of effort. 

• Ability to independently organize and prioritize own work and to adapt to changes in 
priorities, workload, and workflow. 

• Provides guidance to less experienced peers and may partially exercise responsibilities in 
assigning and directing work. 

• Good understanding of the program sectors within APRO and other business units. 

• Ability to step in to fill gaps during proposal development process if no other resources can be identified 
within timeframe 

 
MINIMUM REQUIREMENTS 

• Bachelor's Degree or International Equivalent in Business Administration, Public Health, Social Sciences 
or Related Field. Master's Degree Preferred 

• 5 - 10 years in program design, project management or other related work; at least 3-5 years in proposal 
development is preferred 

 

To apply for this position, please submit your cover letter and resume by COB June 15, 2022 by clicking 
HERE. 

This job posting summarizes the main duties of the job. It neither prescribes nor restricts the exact tasks that 
may be assigned to carry out these duties. This document should not be construed in any way to represent a 
contract of employment. Management reserves the right to review and revise this document at any time. 

https://fhi.wd1.myworkdayjobs.com/FHI_360_External_Career_Portal/job/Bangkok-Thailand/Business-Planning---Proposal-Manager_Requisition-2022200870

