Cost Proposal Analyst


Plan International USA is seeking to hire a Cost Proposal Analyst to be based in the Washington, DC office and will report to the Director, Business Development.

The Cost Proposal Analyst participates in developing overall Plan USA program development goals, strategic development plans, and successful proposal strategies and messages as part of the proposal development team.  The Cost Proposal Analyst will be an integral member of the business development team and will lead and manage all aspects of cost proposal development and preparation including participating in meetings related to technical approaches; writing budget notes; and working with partners to develop their budgets.
Responsibilities:
· Lead the development of the cost proposal based on RFA/RFP and Task Order requirements.

· Review solicitation requirements and advise the proposal team and Country Offices (COs) on the interpretation of specific requirements. 

· Prepare proposal budgets in collaboration with proposal teams.
· Review proposal budgets for accuracy and adherence to donor requirements.
· Ensure headquarters, regional and country support costs are appropriately represented within each budget submission.
· Participates in developing, reviewing, and refining technical and cost proposals to ensure final proposal meets the RFA/RFP requirements.

· Collaborate with Legal and Finance/Compliance to ensure all the requirements of each RFA/RFP are correctly and thoroughly met. 
· Work with Plan field office to acquire and confirm cost proposal unit costs.

· Manage the coordination of the cost proposal requirements with external teaming partners given either a sub or prime relationship in response to an RFA/RFP. 

· Train Plan Country in budget preparation, modification, and analysis to improve their capacity to build donor relationship and participate effectively in U.S.-sourced grant and contract opportunities.

· Develop and/or review budget and budget note templates and update existing templates as needed.
· Respond to periodic requests for assistance from individual COs, after winning a bid, coordinate budget information with Finance for grant management purposes. 

· Prepare and monitor BDU’s annual operating budget and expenditures in collaboration with the Director. 

· Travel to Africa, Asia and Latin America/Caribbean to collaborate with country staff on proposal development, where necessary and appropriate. 

· Other duties and responsibilities as needed/assigned. 
· Respond to period requests for assistance from individual COs, after winning a bid, coordinate budget information with Finance for grant management purposes. 

· Prepare and monitor BDU’s annual operating budget and expenditures in collaboration with the Director. 

· Travel to Africa, Asia and Latin America/Caribbean to collaborate with country staff on proposal development, where necessary and appropriate. 

Qualifications:
· BA/BS required.  MA or equivalent experience in international relations or a related field preferred. 
· Specific training in USAID regulations, budgeting, and/or budget management for USAID projects required.
· At least 2 years international development/non-profit experience.
· Experience with and knowledge of USAID and other institutions’ grant making initiatives, policies, procedures, grants management processes, and regulations.

· Proven budgeting skills including developing cost proposals in excess of $10 million.

· Demonstrated excellence in oral and written communications skills.

· In-depth knowledge of use of database, spreadsheet (Excel), word processing (Word), and presentation (Powerpoint) software. 

· Must have the ability to coordinate multiple projects simultaneously, work well under pressure and meet deadlines

To Apply submit you Cover Letter and Resume  on-line at our website www.planusa.org.jobopps to Job Req# 2011-0156.
EOE
