
 
 
 

About Level One 
 

Founded in 2004, Level One is a leading provider of customer communications, 
eBilling and payments solutions to utilities in the United States and employs a 
talented team of people with technical, operational and project management 
expertise. 
 
Our employees enjoy a fast-paced, results-driven culture while maintaining a 
healthy work-life balance. We like to work hard, but more importantly we like to 
work smart to get things done. If you join us, you will be part of a dynamic, dedicated 
team that is passionate about exceeding customer expectations. 

 

This role is located in our corporate office at 53 General Warren Blvd., Malvern, 
Pennsylvania. 
 
 
Role: Proposal Manager 

 
Level One is looking for an experienced proposal manager to join our Marketing and 
Communications team. As a proposal manager, you will support Level One’s sales organization 
in the RFP/RFI process by preparing well written, accurate and cohesive proposals in response to 
the client’s needs, highlighting Level One’s experience and value proposition as compared with 
potential competitors. Exceptional writing, editing/formatting, illustrating a compelling ROI, 
organization and time management skills are a must. 
 
 
Responsibilities 

 
 Create winning proposals for complex solutions (SaaS and implementation services) that 

address the client’s needs while highlighting Level One’s experience and advantages over 
the competition. 

 Manage overall RFP activities – from initial receipt to creation of an assignment schedule, 
to final submission to the client. 

 Coordinate with Level One sales and client success teams to develop high quality, 
compliant responses that put Level One in the best position to win. 

 Coordinate touch point meetings throughout the RFP process to clarify scope of work, 
gain insights into the business opportunity, create sound business models and value 
propositions, and understand key messages and differentiators to ensure on-time 
delivery of proposals. 

 Participate in the bid/no-bid decision process. 
 Create the customer response template and manage project workflow through the RFP 



process (i.e., draft, review, approval). 
 Format, proofread and edit RFPs for accuracy, clarity and readability. 
 Assure on-going familiarity with Level One’s response templates and processes for the 

timely and effective completion of RFPs. 
 Proactively manage a workload that includes responsibility for multiple proposal 

assignments and other tasks, as required, in a fast-paced, deadline-driven environment. 
 Ensure all submission deadlines are met. 

 
 
Qualifications/Requirements 
 

 Proven ability to understand client problems, challenges, goals  
 Ability to quickly grasp high-level knowledge of Level One solutions and how they solve 

customer’s problems 
 The ability to plan, strategize and problem-solve as part of a team 
 Bachelor’s degree in Business Administration, Communications, English, Marketing, or 

related field, or equivalent work experience as a proposal manager 
 Excellent communicator (written and oral), able to translate complicated ideas into 

language easily understood by others 
 Strict attention to detail and accuracy, expert formatting, editing and proofreading skills 
 Superior project and time management skills, able to effectively coordinate various levels 

of SMEs effectively to deliver complicated responses on time 
 Able to effectively prioritize among multiple, competing, high priority responses 
 Team player, able to work both collaboratively and independently 
 Displays a positive attitude and sense of urgency 
 Ability to work irregular and/or extended hours, as needed, to meet the client’s proposal 

deadline 
 Strong proficiency in Microsoft Suite (Word, Excel, PowerPoint) 
 

 
Nice to Have 
 

 Experience with proposal management tools and applications/portals (i.e. Ariba, Bonfire, 
BidPrime, BidSync) 

 4+ years’ experience managing complex proposals in a fast-paced, B2B environment – 
utilities and/or SaaS technology strongly preferred 
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