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RFP/Proposal Writer 
 
Job Title:  RFP/Proposal Writer 
Department:  Sales and Marketing 
Supervisor:  Vice President of Sales and Marketing 
 

RFP/Proposal Writers at AccuSource are responsible for developing effective responses to 
Request for Proposal (RFP), Request for Quotation (RFQ) and Request for Information (RFI) 
opportunities. Additionally, they create written documents for a variety of sales and marketing 
needs. They are also accountable for fostering and identifying bid opportunities through 
registering AccuSource as a diverse supplier on a wide variety of purchasing platforms and 
portals as well as maintaining completed registrations.   

 
Key Responsibilities:  

 Written response to Request for Proposal (RFP), Request for Quotation (RFQ) and 
Request for Information (RFI).  

 Cultivation and management of RFP Response Library  
 Content Development including white papers, case studies, and capabilities statements 
 Diverse supplier registrations to promote RFP opportunity development 

 
Qualifications/Requirements:  

 Minimum two years relevant experience (must include business proposal writing and 
development)   

 College degree preferred   
 Strong organizational skills  
 Ability to formulate cogent written responses to complex questions by gathering and 

synthesizing information obtained from varied sources 
 Excellent interpersonal skills to understand the operational/client need and ability to 

communicate proposed solutions  
 High drive for both internal and external client satisfaction 
 Strong analytical skills, attention to detail and logical mind 
 Ability to think and express ideas creatively   
 Ability to function independently, solve problems and contribute as an effective team 

member 
 Ability to work under tight deadlines, juggling multiple assignments   
 Ability to quickly develop knowledge of unique business and/or industry needs   
 Related industry experience a plus 
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