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	[bookmark: _Hlk185500031]About the Team and the Role
The PS Business Development Team is responsible for securing growth and retaining existing business within our personal support services. We do this in a number of ways: through tendering; supporting people to move into our vacancies in existing services; and identifying and securing opportunities for new service developments. 

This role will report to the Bid Manager and work closely with Business Development colleagues. The post holder will be in regular contact with colleagues across Mencap, including those working in operations and finance. The post holder will be responsible for initial response to new enquiries. This will include families, social workers and a range of stakeholders. 

What will you do: 
Provide administrative support for the Business Development Team
Manage the various e-inboxes where new opportunities and enquiries are received
Record and respond to new business development opportunities 
Contribute to tenders and bids
Maintain the CRM for new business opportunities 
Collect and collate market intelligence to support business development planning 
Maintain performance dashboards  
Co-ordination of contract review and stakeholder meetings  
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
Good organizational skills
Attention to detail 
Excellent communication skills
Ability to meet deadline 
Ability to manage competing demands
Good IT skills 
Experience in an administration role
Experience of a CRM system 
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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