
 

 

Bid Manager (Unpaid 

Volunteer) 

The AHO Bid Manager (Unpaid Volunteer) is responsible for leading the development of 
high-quality proposals (and tender responses) that support AHO business growth.  The 
role involves coordinating input from multiple teams, aligning bids with commercial 
strategy, and ensuring that submissions are timely and tailored to requirements across 
both public and private sectors, including central government, local government, 
healthcare, public services, telecoms, energy, and utilities. 

 

The Role Description: 

• Bid Management: Lead and manage the entire bid and tender process, ensuring 
submissions meet deadlines and align with client requirements across the UK & 
Ireland. 

• Proposal Development: Collaborate with internal stakeholders to develop 
tailored, high-quality, and persuasive proposals that align with our value 
proposition. 

• Stakeholder Engagement: Work closely with sales, operations, legal, and 
clinical teams to gather critical input and ensure accurate, compliant, and 
compelling submissions. 

• Market Analysis: Stay informed on market trends, tender opportunities, and 
competitor activity to identify and secure strategic opportunities. 

• Compliance: Ensure all submissions adhere to company standards, client 
specifications, and relevant regulatory requirements. 

• Process Improvement: Continuously refine bid processes, content libraries, 
templates, and tools to enhance efficiency and effectiveness. 



• Post-Submission Activities: Manage debrief processes and gather feedback to 
inform future submissions. 

• Lead on AHO bids: Take ownership of producing and managing high-quality AHO 
bids from start to finish.  Including ITTs, SSQs, RFIs, RFPs, RFQs, and proactive 
proposals. 

• Report to the AHO Chief Commercial Officer: Work closely with senior 
leadership to align bid strategy with AHO services and commercial goals. 

• Collaborate across teams: Partner with Business Development, Operations, 
Finance, and Medical and Health Services Experts to gather input and ensure 
compelling, accurate submissions. 

• Drive deadlines: Manage timelines, coordinate contributions, and ensure all 
bids are delivered on time and to a high standard. 

• Support growth: Play a key role in winning new business and expanding client 
relationships through well-crafted, persuasive proposals. 

• Add value: Bring a proactive, detail-focused approach to improve bid quality and 
success rates continuously. 

 

Key Duties and Responsibilities: 

• Lead AHO bids: Manage the whole bid process with a hands-on approach. 

• Create strong responses: Tailor solutions that clearly show our value. 

• Support growth: Work with Business Development and Marketing to boost 
propositions. 

• Drive best practice: Lead bid qualification, governance, and reviews. 

• User-focused: Understand needs and clearly present our solutions. 

• Know the landscape: Medical, research industries, and opportunities. 

• Know our strengths: Stay sharp on our services and competitors. 

• Seal the deal: Coordinate smooth contract closures. 

• Stay tidy: Keep the bid library updated and accessible. 

• Keep comms clear: Align stakeholders throughout the process. 

• Stay compliant: Follow governance and secure approvals. 

• Push for quality: Lead reviews to ensure high-standard submissions. 



• Maintain the opportunity pipeline: utilising CRM and creating reports for 
management. 

• Taking the lead on other business development activities, such as award 
submissions, whitepapers, and sales collateral. 

• Supporting every stage of the sales funnel: by working closely with marketing, 
sales, implementation, and operations teams. 

 

Person Specification: What You'll Bring: 

• Proven experience in bid and tender management, preferably within the 
healthcare (NHS & private), medical, or technology sectors. 

• End-to-end bid management experience: A minimum of 4 years' experience 
leading the whole bid process. 

• Preferred qualifications include a degree in Business, Communication, 
Marketing, Creative Writing, English or equivalent. 

• APMP Certification is also desirable. 

• Sector versatility: Experience in working with both public and private sector bids 
in the medical, biotech, biomed, health and social sectors is preferred. 

• Industry knowledge: Understanding of contact centres and/or customer 
experience is essential. 

• Commercial acumen: Strong business sense, negotiation skills, and a hands-on 
approach. 

• Resilience under pressure: Able to thrive in a fast-paced environment and meet 
tight deadlines. 

• Detail orientation: High attention to detail to ensure quality and accuracy. 

• Growth mindset: Self-motivated, proactive, and focused on continuous 
improvement. 

• Strong communicator: Confident and articulate, with the ability to build trusted 
relationships across stakeholders. 

• Time management: Skilled at prioritising tasks and managing competing 
deadlines. 

 

 



Benefits of Volunteering at AHO 
 

 
Your future at AHO – What we offer 

AHO does not promise future employment to volunteers. 

Our benefits are designed to help you thrive both in your volunteer work and in your 
personal life.  You will have the flexibility to choose benefits and development 
opportunities that best suit your needs. 

• Career Growth - Shine in your career with advancement opportunities.  We will 
provide you with a supportive and engaging environment that fosters career 
growth, backed by a dedicated Learning and Development team. 

• Training Opportunities - Unlock your potential with comprehensive training, 
including fully funded leadership programs tailored to your personal growth. 

• Give Back to the community - Two Social Impact Days each year, for 
volunteering and fundraising opportunities 

• Family-friendly policies for new parents or if you provide care for a dependent 

• Membership of our AHO Networks, which connect, support and inspire diverse 
communities within AHO. 

• As part of our Healthy Work-Life Balance, volunteers can choose their own time 
commitments.  Allowing you to fit work around your priorities and personal life, 
not the other way round. 

• We offer flexible working hours for volunteers; however, you must be aware that 
deadlines are essential for this role.  We try to choose tenders that give you 
enough time to submit the bid without rushing 

• Our Volunteer Expense Policy offers support with costs incurred doing AHO 
business, such as transport costs, accommodation away from your residence, 
such as a conference event, training costs and refreshments.  Please note that 
all volunteer costs must be approved before incurring them. 

• In addition, our Comprehensive Health & Wellbeing programme is here to 
support you, along with Mental Health support for peace of mind to help you 
when you need it most.  We're committed to your wellbeing with access to our 
comprehensive online wellbeing program, Volunteer Assistance Programme 

• Although we don't promise future employment, volunteers who "create" 
opportunities are likely to be successful during the recruitment process. 



 

Further Information 
 

 
AHO Safer Recruitment procedures 

General information about AHO Safer Recruitment procedures 

Every organisation that works alongside and supports children, young people and 
vulnerable adults is required to have policies and procedures to make sure those 
children and vulnerable adults are safe.  A H O  has robust recruitment and selection 
procedures in place to identify and deter people who might abuse others or are 
otherwise unsuitable for volunteering with AHO. 

Please take the time to read our safeguarding statement, which follows: 

AHO 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.  
We strive to ensure that consistent, effective safeguarding procedures are in place to 
support families, children and staff in our projects and in work placements. 

AHO has the Designated Safeguarding Leads (DSLs) for children, young people and 
vulnerable adults. 

AHO has policies and procedures in place that all colleagues are expected to follow to 
address child protection effectively, the protection of vulnerable adults, and 
safeguarding concerns.  To support the training of colleagues, AHO offers a thorough 
induction into our policies and procedures, along with mandatory Safeguarding and 
Prevent training for all colleagues.  Training opportunities are identified to ensure that 
colleagues can meet the needs of young people and adults, including Safer Recruitment 
and Child Sexual Exploitation training. 

All colleagues working alongside AHO use a secure platform (SEFI) to record 
safeguarding concerns, with the DSLs ensuring that only relevant colleagues have 
access to the entry in line with GDPR and our Safeguarding procedures. 

The Designated Safeguarding Leads oversee all active cases until they are closed.  All 
AHO colleagues are responsible for and take an active role in Safeguarding, and where 
identified, work with young people/adults, families and external agencies until a 
Safeguarding concern is closed.  AHO will refer safeguarding concerns to the relevant 
local authorities' safeguarding team and work with young people, adults and families to 
understand the actions taken, and to maintain a supportive working relationship. 



To promote a safe environment for young people and adults at AHO, our selection and 
recruitment policy includes all statutory checks on staff and regular volunteers, such as 
Enhanced DBS (Disclosure and Barring Service) checks, and seeking references from 
previous employers. 

Attendance is monitored closely, and concerns are shared as appropriate with everyone 
involved, including young people, adults, parents/carers, Social Care, and the school 
Safeguarding Team. 

If you have any serious concerns about someone who attends any AHO projects, please 
do not hesitate to contact a member of the Safeguarding Team who will be able to 
provide you with the best advice and help using the appropriate degree of 
confidentiality." 

 

Criminal Record Self Disclosure 

As part of our Safer Recruitment procedure and to comply with Keeping Children Safe in 
Education, AHO requires all applicants to complete a Criminal Record self-disclosure 
form as part of the application process.  This declaration states that there is no reason 
why someone applying for a job role with AHO should be considered unsuitable to work 
with children or vulnerable adults.  The self-disclosure form invites candidates to 
provide details of all unspent convictions, spent convictions and cautions that are not 
“protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 
1975 (as amended in 2013) by SI 2013 1198.  Candidates are not required to disclose 
anything that would currently be filtered from the Police National Computer by the 
Disclosure and Barring Service.  Guidance and criteria on the filtering of these cautions 
and convictions can be found on the Disclosure and Barring Service website. 

The Criminal Record Self-Disclosure form is confidential and will not be seen by 
recruiting managers unless the applicant has been successfully short-listed for the 
vacant post. 

Failure to declare relevant information may disqualify the candidate from the 
appointment and, if appointed, may render the individual liable to immediate dismissal 
without notice.  All applicants are required to sign and date the declaration. 

Completed self-disclosure forms are returned electronically and stored securely in a 
confidential online workspace.  All information provided will be treated as confidential 
and managed in line with relevant information/data protection legislation. 

 

See Appendix 1 for an example of the self-disclosure form. 



Disclosure and Barring Service (DBS) 

An enhanced DBS will be applied for in the following situations: 

• Whenever a new person joins (or returns to) the workforce (including if they have 
an in-date certificate from another organisation, an exception may be made in 
some circumstances if that person is registered with the update service. 

• Whenever a new person joins AHO as a volunteer. 
• When a workforce member or volunteer's most recent certificate is 3 years old. 

 
Overseas Good Conduct Check 

Good conduct overseas checks are required for any workforce member joining the 
Supported Employment team who has worked or lived overseas for more than 3 months 
in the past ten years.  Requesting Good Conduct Overseas Checkers is a requirement of 
the UK government departments, such as the Department for Education.  It forms part 
of the Single Central Record (SCR) pre-employment checks that we (AHO) have to carry 
out for new colleagues joining the workforce.  The Single Central Record (SCR) is a 
comprehensive record of personnel information that Ofsted can ask to audit as part of 
standard inspections. 

 

When people apply for a new position with AHO, they complete the standardised AHO 
application form, which asks if they have worked or lived overseas for 3+ months.  If they 
answer yes to this question, then further details should be supplied (by them).  If an 
offer of volunteering is made, we (AHO) will need to provide the candidate with 
information about applying for 'Good Conduct Overseas Checks’.  These are necessary 
for each Country that they lived/worked in.  More information can be found here: 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-
applicants 

 

The 'Good Conduct Overseas Check' applications must be made and paid for (some 
Countries do not charge a fee, but others do) by the individual themselves (AHO are not 
authorised to apply for them on someone's behalf).  A H O  will consider reimbursing 
50% of the cost of the overseas check.  Some Countries allow the checks to be applied 
for online, and others require the person to make an appointment with the Embassy or 
High Commission Office for an in-person application. 

 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants


Right to Work in the UK 

To comply with the Asylum and Immigration Act 1996 – Prevention of Illegal Working – 
candidates invited to interview will be asked to bring specific documentation to the 
interview, which shows their eligibility to work in the UK.  No offer of volunteering can be 
made unless one of the original documents listed on the Home Office Right to Work 
Checklist is produced.  The candidate's original documents must be checked, and a 
signed and dated copy must be retained in line with AHO's recruitment and retention 
policy.  The Home Office Right to Work Checklist shows the acceptable identity 
documentation as currently defined by the Home Office, and further information on 
establishing an individual's right to work can be found at: 

https://www.gov.uk/government/publications/right-to-work-checklist 

 

Data Protection and GDPR 

AHO observes the General Data Protection Regulation (GDPR), which is a 
comprehensive data protection and privacy law enacted by the European Union (EU) to 
regulate how personal data is processed and transferred within the EU and EEA.  It 
enhances individuals' fundamental rights over their data by giving them more control 
and control, requiring organisations to process personal data lawfully, fairly, and 
transparently, while imposing strict security measures and hefty fines for non-
compliance.  Throughout the recruitment process, AHO collects and processes a range 
of personal data relating to role applicants.  We are transparent about how this data is 
collected, used, and stored and are committed to compliance with data protection 
obligations.  If you have any issues regarding your personal data or privacy, or if you 
would like your profile on the AHO website removed, please get in touch with us. 

 

Certificate of Sponsorship 

AHO can provide a Certificate of Sponsorship for exceptional candidates to come and 
volunteer with AHO in the UK.  Applications from Volunteering seekers who require a 
current Charity Worker visa (Temporary Work) sponsorship to volunteer in the UK are 
welcome and will be considered alongside all other applications.  Please read the 
eligibility criteria and required documents carefully, paying particular attention to what 
you can and cannot do. A breach of these criteria would result in termination of the 
Volunteer Agreement, immigration centre detention, and deportation.  It is your 
responsibility to adhere to the conditions of your visa, as AHO cannot be held 
accountable for any breach of the conditions of your charity worker visa.  For further 
information, visit the https://www.gov.uk/temporary-worker-charity-worker-visa  

 

https://www.gov.uk/government/publications/right-to-work-checklist
https://www.gov.uk/temporary-worker-charity-worker-visa


 

Referencing 

It is AHO's policy to request references from current and former employers, following a 
successful interview.  A conditional offer of employment may be made, contingent 
upon, among other things, satisfactory references, verification of work history, and a 
DBS being applied for and received by AHO. 

 

Disability Confident 
The Africa Health Organisation (AHO) is proud to be a disability confident employer.  We 
have made a positive commitment to employing disabled people.  Reasonable 
adjustments will be made to the recruitment procedure as required in consultation with 
the applicant to ensure no one is disadvantaged because of their disability.  If a 
disabled person is selected for a position, reasonable adjustments will be made to the 
workplace, including premises and equipment, work duties and practices or policies, 
as appropriate.  All disabled applicants who meet the minimum criteria for the role as 
set out in the role profile and person specification will be considered for an interview.’ 
 

 

Self-Disclosure Form 
Appendix 1: Self-Disclosure Form for posts involving contact with children and 
vulnerable adults. 

All fields are to be completed in full and set as required when using the type form format. 

 

Part one 

SELF-DISCLOSURE FORM FOR APPLICANTS FOR POSTS INVOLVING CONTACT WITH 
CHILDREN AND VULNERABLE ADULTS 

 

AHO is committed to safeguarding children and vulnerable young people and adults 
from physical, sexual and emotional harm. 

 

As part of our Child and Adult Safeguarding Protection Policy, we require applicants for 
posts involving contact with children, vulnerable young people, and adults to complete 
this self-disclosure form.  This is a declaration that all candidates sign, stating that there 
is no reason why they should be considered unsuitable to work with children or 



vulnerable adults.  All information will be stored securely and confidentially and will 
only be read if you are shortlisted for an interview. 

Having a criminal record will not necessarily bar you from working with us.  This will 
depend on the nature of the position, the circumstances, and the background of your 
offences. 

For example, a STOP THE OIL activist convicted of public disorder will not prevent them 
from working with children.  However, if the same activist were convicted of child abuse, 
that would disqualify them from working with children.  Furthermore, suppose the same 
person were convicted of financial fraud.  In that case, they may work with children but 
would be disqualified from handling finances. 

 
WHAT IS YOUR FULL NAME? 

 

Part two 

Have you ever been convicted of any criminal offences?  Yes 

No 

If yes, please supply details below of any criminal convictions, including dates: 

 

 

 

 

Note: You are advised that, under the provisions of the Rehabilitation of Offenders Act 
1974 (Exceptions) Order 1975, as amended by the Rehabilitation of Offenders Act 1974 
(Exceptions) (Amendment) Order 1986, you should declare all convictions, including 
‘spent’ convictions, warnings and reprimands. 

 

 

Part three 

Are you a person known to any Children and Families Social Care Department as being 
an actual or potential risk to children, vulnerable young people, or adults?  Yes 

No 



If yes, please supply further details below: 

 

 

 

 

Part four 

Have you ever had any disciplinary sanction relating to child or adult abuse?  Yes 

No 

If yes, please supply further details below: 

 

 

 

Note: Please check that if you have answered Yes to any of the questions above, you 
have also given sufficient details relating to your answer. 

 

Declaration 

I declare that to the best of my knowledge, the information given above is correct, and I 
understand that any misleading statements or deliberate omission may be sufficient 
grounds for cancelling my appointment.  I know that I will be asked to apply for a 
Disclosure and Barring Service (DBS) check and consent to do so. 

 

I understand that the information contained in this form and in the Disclosure may be 
disclosed, where strictly necessary, to regulatory bodies and/or third parties who have 
an interest in child protection issues. 

 

 

Signature Date 
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