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Bid/Technical Writing Consultant 

A new and exciting role to work for an 
international bid and tender writing 
consultancy. 

This role will suit someone with extensive bid 
and tender writing experience who is looking 
for the next step in their career. 

The role will commence ideally in April/May, 
subject to negotiations with applicants. 

We fully embrace the principles of equality, 
diversity and inclusion and welcome 
applications from all people irrespective of 
their background who can demonstrate the 
competencies and have the necessary 
experience. 

Compensation 

Up to $120,000 including superannuation 

25 days’ annual leave plus statutory holidays 

Location 

Sydney’s CBD a few minutes’ walk from 
Wyndham station. 

About Us 

Kittle Group (Australia) Pty Ltd is a bid and 
technical writing consultancy. We are a new 
business in Australia, having been created as 
sister company to our successful business in 
the UK, Kittle Group (UK) Ltd.  

We have been operating for just over 5 years 
in the UK and offer a dynamic, exciting and 
fun place to work where we put staff at the 
heart of our business.   

We have recently won our first contract in and 
are, therefore, looking for a Senior Bid 
Consultant to lead our writing team in 
Australia.  

About the Role 

This is a full-time position for 40 hours per 
week (including meal breaks) and will be 
based in Sydney’s CBD a few minutes’ walk 
from Wynyard station. 

Duties will include: 

• Working with the client to plan resources 
and ensure their expectations are fully met 

• Creating writing plans in consultation with 
the client 

• Leading the writing activities, ensuring key 
milestones are met  

• Acting as line manager to a team of bid 
and tender writers 

• Liaising with counterpart Senior 
Consultants in the UK where additional 
writing capacity is required to support 
projects 

• Preparing weekly management reports for 
the UK Directors 

• Participating in weekly video conferences 
with the UK Directors 

• Representing the company and Directors 
at monthly contract review meetings with 
clients. 

While this is a Sydney-based role, there may, 
in time, be opportunities to undertake short-
term secondments with our UK business. You 
can expect, however, to have significant 
contact with your UK colleagues. 

We will fully integrate the successful 
candidate in our management team and the 
role offers, therefore, the chance to become 
part of an exciting business that is growing 
internationally. 

Over time, the successful candidate can 
expect to have opportunity to become 
involved in helping the business to grow in 
Australia. 
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Training 

The successful candidate will receive full 
training and mentoring in Sydney by our UK 
principal consultant. Thereafter: 

• The company will organise regular 
webinars and other training events 

• A Senior Consultant from our UK business 
will visit 2 – 3 times per year, during which 
additional training will be provided. 

We will additionally organise opportunities for 
joint-training events with UK colleagues. 

Competencies 

The successful candidate will need to 
demonstrate the following competencies: 

• Is visionary with an ability to define what 
the future looks like and to articulate it for 
others 

• Has excellent writing skills with an ability 
to adapt styles according to the nature of 
the audience with attention to detail 

• Has excellent internal-personal skills with 
an ability to connect with people at all 
levels 

• Is well organised, has an ability to work to 
tight deadlines and can exercise 
judgement 

• Works well as part of a team 
• Is driven to sets themselves stretching 

targets and objectives with mechanisms to 
measure performance objectively  

• Assimilates large and complex information 
quickly and works through issues to find 
solutions to problems 

• Has advanced MS Word and intermediate 
MS Excel skills 

• Is commercially astute 
• Demonstrates effective leadership and 

management skills, including ability to 
coach and mentor, taking a keen interest 
in personal development and welfare. 

Experience 

The successful candidate will need to have 
the following experience: 

• At least 3 years’ relevant experience 
preparing bids and proposals for public 
sector contracts including preparing 
writing plans and monitoring progress 
against them 

• At least 2 years’ experience leading a 
team and acting as a line manager 

The following would be advantageous: 

• Experience of preparing bids in the 
following sectors: criminal justice; people 
transport; facilities management; 
healthcare; contact centres; construction; 
and IT. 

• Experience of preparing business-to-
business (B2B) proposals 

• Experience of managing budgets for a 
project or a business. 

Other Information 

Candidates should be aware of the following 
before applying for the role: 

• The nature of bidding can require some 
out of hours working towards the end of a 
project, for which time off in lieu (TOIL) will 
be granted – candidates will, therefore, 
need to be flexible by being prepared to 
work occasional evenings and weekends 

• Given the company’s Directors will be 
based in the UK, the successful candidate 
must be prepared to undertake video 
conferences outside of normal business 
hours. We will try to keep timings to a 
reasonable hour but could be as early at 
8.00am and late as 8.30pm. The 
candidate will be provided with the 
necessary equipment and software to 
conduct conferences at home, if preferred.  

• The candidate must be prepared to travel, 
if required, to meet with clients across 
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Australia. Some occasional international 
travel is also a possibility. 

• All travel and subsistence costs will be 
met by the company for when the 
candidate is required to travel away from 
Sydney. 

Application process 

To apply for this position, please submit a 
covering letter and CV setting out: 

• An overview of your career history for at 
least the last 3 years including the name 
of your employer, the position held, 
employment dates, and main 
responsibilities 

• Your relevant experience for the role you 
are now applying for 

• Your motivation for this role 
• Key achievements relevant to this role 
• How you meet the competencies required. 

Please ensure you tailor both documents to 
this particular role and include on your CV 
details of a referee who knows you in a 
professional capacity. We will only take up 
references for the successful candidate and 
notify you before doing so. 

Please make clear in your letter whether you 
have the right to live and work in Australia. 
Please note that we will only be allowed to 
employ candidates who have the right to 
legally live and work in Australia. 

While there is no maximum length to the 
covering letter, please keep information 
succinct.  

CVs should be no longer than 2 sides.  

Applications should be sent to: Sam Nimmo at 
sam.nimmo@kittle-group.com  

 

Shortlisting and appointment 

To short-list candidates, we may conduct a 
short telephone interview with applicants to 
explain more about the role and clarify any 
information on your covering letter or CV. 
Telephone interviews will be conducted at a 
mutually convenient date and time. The 
company will meet all costs of the calls. 

Candidates who pass this initial sift will be 
invited to complete a 2 hour writing exercise 
to demonstrate competence, completed at a 
time that suits you. 

Finally, those who pass the written test will be 
invited to a face-to-face interview in Sydney. 

Contact for More Information 

For more information about the company, you 
may wish to visit our websites:  

www.kittle-group.com.au 

www.kittle-group.com (UK sister company) 

For more information about this role, please 
contact one of the following: 

• Sam Nimmo – sam.nimmo@kittle-
group.com or +44 7507 340385 between 
09:00 and 17:00 hours UK time 

• Alan Kittle – alan.kitttle@kittle-group.com 
or +44 7702 754291 between 08:00 and 
22:30 hours UK time.  

Please note the UK is currently 11 hours 
behind Australian Eastern Time (AET). 
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