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JOB OPPORTUNITY 

	ID # 
	2022
FR20CRAMAY2014


	POSITION
	Project Proposals and Corporate Development Analyst

	DATE POSTED
	19 November 2020

	LOCATION
	Madrid



	DESCRIPTION: 
We´re looking for a permanent Project Proposals and Corporate Development Analyst role who will be responsible for:
Project Proposals and Corporate Development Analyst: 

1. Project Proposals:
0. Support the proposals team throughout the full bid defense process with the creation and editing of all documents to be submitted (Excel files, Word documents and Power Point presentations). 
0. Support client contract processing.
0. Participate in the proposals team meetings and activities as required. 
0. Overall coordination and accountability for the entire proposal preparation process, including coordination of all key operational areas ensuring timelines are met and deadlines are achieved for Phase I-Phase IV studies, consulting and other various types of services as provided by company
0. Provide review of client materials to disseminate information to the project team, senior management and sales leads. Works with Manager to identify information gaps and/or discrepancies, unique service requirements and translate information into proposal and budget
0. Coordinate strategy meeting for proposal kickoff
0. Prepares, edits and customizes proposal text to accurately reflect client needs and project teams strategic message. Ensuring all information is accurate and clearly stated including statistics, assumptions, processes described, etc.
0. Work with Manager to communicate, review and negotiate with partners and vendors during the proposal development. Including provision of information, service and assumption requirements, timelines, budget metrics etc.
0. Develop change orders for ongoing studies. Including budget development and justification for such need. Communication with client to support project team in the delivery of change orders and providing necessary information to support the adjustments needed
0. Assists in the maintenance of departmental records and internal and intercompany reporting requirements including financial analysis of budgeted studies

1. Corporate & Finance: 
1. Support the account team and coordinate our international and national accounting platforms and processes.
1. Liaise with the countries accountants and maintain a high-quality communication flow to supply information and feedback on a timely manner.
1. Revision of Financial statements of our international subsidiaries. Propose adjustments, corrections and provisions if needed.
1. Revision of tax submissions of our international subsidiaries. 
1. Support the audit process. 
1. Perform financial reporting, forecasting and analysis as assigned.
1. Support the corporate team in the analysis of strategic corporate investments
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	REQUIRED PROFILE: We are looking for candidates with the following skills


Requirements:

· Bachelor in Finance/ Business Administration 
· Strong technical accounting background and experience in accounting and statutory audit (2-4 years’ experience)
· Sound financial knowledge and analytical skills. Good understanding of business drivers and KPI´s
· In depth knowledge of MS Office, especially Excel and PowerPoint
· Strong interpersonal and Communication Skills
· Able to work well as a member of the team 
· Excellent command of English and Spanish (other languages may be a plus)
· Motivated, effective in a fast-paced culture with strong attention to detail
· Flexible mind-set. High capacity to adapt to changes and new processes taking ownership on them with a proactive approach.










image1.png
s, Pivotal




