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Project & Bid Coordinator
Isis Enterprise (IE)
Ref: 072
Isis Innovation Ltd is the highly successful technology transfer company owned by the University of Oxford, commercialising the research generated by the University. Working with over four thousand of the world’s brightest minds, Isis helps translate their ideas and expertise into projects that make a tangible difference to businesses and governments through technology licensing and the formation of spin-out companies.
Isis Enterprise, established in 2004, is a division of Isis Innovation Ltd. It offers consulting advice in technology commercialisation and innovation management to clients from the public and private sectors, in the UK and internationally. Last year Isis Enterprise delivered consultancy assignments for clients in more than 30 countries.
We now have an exciting new opportunity for a highly motivated Project & Bid Coordinator to join the team and play a key supportive role in growing and developing the Isis Enterprise Group. The role will report to a Managing Consultant and will involve supporting the consulting team by preparing proposals, tender responses and back office project administration. 
The position of the Project & Bid Coordinator will be responsible for: 
· Supporting business development through the proposal and tender process
· Supporting IE marketing activities
· Providing project management support including updating project plans and coordinating client deliverables
· Contributing to a strong team ethic by building key stakeholder relationships.
The successful candidate will have a degree or equivalent in English or related discipline and it is essential that they have had experience of compiling accurate and professional reports.
The successful candidate will also need to demonstrate proven competence in:
· Communicating effectively with a wide range of people and organisations 
· Very strong communication skills, both verbally and in writing
· High levels of attention to detail with the ability to create excellent written material
· Excellent interpersonal skills and working efficiently as part of a high performing team

How to apply
If you are interested in applying for this role, please download the application form from the Isis website (www.isis-innovation.com/about/jobs.html) and send together with a copy of your CV and covering letter to Viv Parry at jobs@isis.ox.ac.uk.  We will be advertising this role internally and externally
Salary for this role is commensurate with experience and will be in the range of £22,000 – £26,000  
[bookmark: _GoBack]The closing date is midday on Wednesday 21st January 2015. 
Isis is an Equal Opportunities Employer and accredited with the Investors in People Bronze status.
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