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Proposal Development Coordinator

Full-Time, New York State or Virtual
Salary range: $75,000-$90,000 / year

Founded in 2007, Highland Planning is a planning + design studio known for our
commitment to community, innovation, and quality. A certified women-owned business with
offices and staffin Buffalo, Rochester, and Albany, NY, we are driven by a passion for social
good to implement creative public engagement, planning, and design strategies through
collaborative partnerships across the northeastern United States.

The Proposal Development Coordinator leads the proposal development process from
opportunity intake through proposal development, proposal submission, interview
preparation, and win/loss follow-up. You will work closely with the COO, Director of Planning
+ Design, and proposal managers to create custom content and turn ideas and experience
into clear, persuasive, beautifully designed proposals. Working closely with firm leadership,
you will help coordinate pursuit strategy, identify client priorities, and develop compelling,
client-focused proposals.

This role is ideal for an early to mid-career professional with experience in the fields of
regional and urban planning, community development, and/or the architecture and
engineering industry. Candidates must have a strong understanding of the proposal
development process and public-sector procurement processes. This position is also a great
opportunity to work with a collaborative team and gain the mentorship and experience
needed to grow into a more strategic business development leadership role.

WHAT YOU'LL DO

e Own the day-to-day proposal process for multiple concurrent pursuits, from RFP/RFQ
intake through final submission, interview support, and closeout.

e Monitor procurement sources, distribute relevant opportunities, prepare concise RFP
summaries and proposal requirements, and coordinate timely go/no-go reviews.

e Partner with firm leadership to support pursuit planning, develop client-focused
messaging, and strengthen positioning on key opportunities.

e Build pursuit schedules, kickoffs, content assignments, review milestones, page budgets,
and submission plans; follow up early and escalate risks before deadlines become
emergencies.

e Maintain records of and track prospects, active pursuits, submissions, interviews, wins,

losses, next actions, and key dates; prepare proposal pipeline and outcome reporting for
leadership.



e For subconsultant submissions, use InDesign to assemble subconsultant packages,
including team member resumes and relevant project qualifications, tailored to the needs
of the project and the prime consultant.

e For prime proposal submissions:

O

O

Conduct researchto identify relevant plans, studies, and projects and extract
key information to assist project managers with developing a tailored scope.

Research the clientand potential competitors and help the project manager
identify opportunities to differentiate our team.

With input from the leadership team, develop drafts, translating technical
input, internal interviews, rough notes, and prior materialsinto concise, client-
centered narratives tailored to evaluation criteria.

Suggest content edits to meet proposal parameters and limits.

Coordinate staff, teaming partners, and subconsultants; request and track
resumes, project qualifications, certifications, forms, fee inputs, signatures, and
other required materials.

Collaborate with our designers to organize content, graphic and mapping
needs, and review comments so every submission is polished, consistent, and
on brand.

Ensure all proposal materials align with Highland Planning’s brand standards,
including visual identity, messaging, typography, and overall presentation.

Lead final quality control of all prime proposals for compliance, accuracy, copy
edit, names, numbers, forms, signatures, page limits, file requirements, and
delivery instructions.

Retain submission confirmation and archive final materials.

e Follow-up with clients to check on the status of submissions.

e Maintain a current, searchable library of staff resumes, project qualifications, references,
certifications, boilerplate, forms, images, and proposal examples so great content can be
reused efficiently.

e Supportthe team in preparing for interviews by organizing strategy sessions, presentation
content, rehearsals, Q&A preparation, logistics, and follow-up.

e Track wins and losses, request debriefs, capture lessons learned, and recommend
improvements to templates, checklists, workflows, content, and pursuit systems.

e Report on proposal submission status and proposal wins on a weekly basis.

e Support proactive business development with research, meeting briefs, collateral,
scheduling, and follow-up while senior leaders retain responsibility for relationships,
pursuit strategy, pricing, contracts, and final decisions.

e Leverage the best tools available to work efficiently and strategically, while translating
complexinformation and data into clear, compelling, and authentic human experiences.



WHO YOU ARE
e You are highly organized, bring strong project management instincts, sound judgment,
attention to detail, and a commitment to making excellent work even better.

e You are curious and a lifelong learner who takes pride and ownership in your work and
sees things through to completion with excellence.

e You are a self-starter and self-motivated who thrives in a fast-paced environment, can
reprioritize as needs change, and is disciplined about tracking details.

¢ You anticipate problems, understand constraints, develop solutions, remove roadblocks,
and know when to ask for help.

e You communicate exceptionally well—in writing, verbally, and visually —and can work
effectively with people at all levels.

e You are collaborative, kind, and persistent. You can respectfully get what you need from
busy colleagues and partners while helping others produce their best work.

REQUIREMENTS

e Undergraduate degree in urban or regional planning, landscape architecture, graphic
design, journalism, communications, or a related field.

e Strong writing skills
e Adept at using Adobe InDesign; familiarity with the rest of the Adobe Creative Suite
e Advanced proficiency with Microsoft Office, particularly Word, PowerPoint, and Excel.

e Three or more years of proposal development experience, with at least two years of
experience at a consulting firm preferably serving municipal, transportation, planning,
design, engineering, or public-sector clients.

e Strong relationship-management and interpersonal skills.
e Exceptional communication, project management skills, and attention to detail.

e Demonstrated ability to manage multiple pursuits, competing priorities, and tight
deadlines while maintaining exceptional quality and attention to detail.

e Positive attitude and strong willingness to learn from mentors and team members.

e Experience using data management platforms to organize, track, and manage proposal
information is highly preferred.

WHY YOU SHOULD JOIN US

At Highland Planning, a woman-owned firm, we pride ourselves on fostering an atmosphere
of collaboration and excellence while maintaining a healthy work-life balance. We are
passionate abouturban planning, design, and publicengagement, and we seek to help our
clients make better, more informed decisions and improve the quality of life for all. Our core
values are Honor People, Make it Sparkle and Embrace Change. As a Highland Planning



employee, you will be eligible for health benefits, 401k matching, our staff bonus pool, and
paid time off. You will also have the flexibility to work remotely.

If you're excited about this opportunity but don’t meet every qualification or feel you may
bring additional qualifications not explicitly named above, we still encourage you to apply.
We value diverse experiences and believe the right person may bring strengths beyond what
is outlined or required in this posting.

HOW TO APPLY

Send a cover letter, resume, portfolio of work samples, a writing sample, and three
references to Diana Searl at diana@highland-planning.com. Highland Planning is an equal
opportunity employer. This position is open to all qualified applicants for employment
without regard to race, color, religion, gender, sexual orientation, gender identity or
expression, national origin, age, disability, marital status, or status as a veteran.



