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Essential Functions: 
 Supporting the Pre-Construction Manager in developing final submission(s) including collating estimators’ prices, qualifications 

for tender letters 

 Providing support in developing Client Presentations, ensuring accuracy, and updated for new project profiles. 

 Creation of developing new project profiles and templates, and collating all and accurate information from project managers.  

 Ensuring enquiries are received in full including all the scheduled information within the pre-qualifying questionnaires (PQQs), 
Invitation to tender (ITTs) and appendices.   

 Preparing & Updating the Bid, No Bid documentation. 

 Assisting with end-to-end bid processes. 

 Collating technical queries (TQ’s) from the estimating team, communicating these to the client and updating registers. 

 Utilising available portals, maintaining streams of communication and general maintenance of portal content. 

 

Skills, Experience and Education: 

 Construction and rail experience  

 Excellent organisational skills and excellent communicator both written and oral  

 Team player and strong people management  

 Commercial awareness and experience  

 Ability to manage complex, multi-workstream deliverables 

 Strong academic background (Degree level) 

 Computer literate using Microsoft and PowerPoint packages  

 Competency in using industry-specific software and administrative procedures 
 

What you can expect from LB Foster 

As a world class engineering solutions business, that’s ambitious, innovative, and pioneering, LB Foster believes our people are our 

biggest asset and we will invest in your development to achieve your career goals. In addition, we offer: 

 Competitive Salaries 

 Role- specific Bonus Plans 

 Company Pension Scheme 

 33 Days Annual Leave (inclusive of bank holidays) 

 Access to a raft of internal training courses and the ability to study towards professional qualifications 

 Employee Assistance Programme 

 Service Awards 

 Access to the Westfield Health Scheme 

 Internal Wellbeing Support Group  

Job title: Bid Administrator  

Reference:  0076 

Salary:  £. competitive plus benefits 

Reporting to:  Preconstruction Manager  

Position Type: Permanent, Full-time 

Location:  London 

Centre: Technology Service Solutions  

Closing date: 24th February 2023 

Vacancy – Bid Administrator 

Outline:   

The role of Bid Administrator will assist and support with preparation and submission of all bids, whilst taking ownership of 
elements of the bid process. This role is significantly involved in the Pre-Construction process, capturing, co-ordinating and 
communicating content to the client’s requirements before bid submission. Post bid submission there is continued involvement 
through the presentation and negotiation stages, capturing and ensuring all lessons learned are fed back to the wider teams. 

This is a highly networked role that requires an ability to work under pressure and to challenging deadlines. 
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 Death in Service Benefit 
 

Our principles form the basis of our culture, and our People Policy ensures we provide everyone with a rewarding, fair and 
sustainable environment. We are proud to be an equal opportunities employer. We want to recruit, hire, train and promote into all 

job levels, the most qualified applicants regardless of race, sex, colour, religion, gender, national origin, sexual orientation, 
disability, or any other legally protected status. 

 
    

 
 

To Apply: By email, enclosing a current CV & cover letter, quoting the job title & reference to ukcareers@lbfoster.com 

For more information please contact the Human Resources Team on 0114 256 2225 (no agencies) 

Please note that roles may close earlier than specified should we receive enough applications prior to the written closing date. 
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