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Job Description 

Post: Head of Relationships and Tender Management 
Salary banding: Level 7 
 
We want to work in more communities and deliver more of the high-quality services that people need. We 
believe that identifying and securing tendering opportunities builds operational capacity, delivers innovative 
practice, and enables us to invest in incredible services that support thousands of individuals to access the 
support they need to improve their mental health and wellbeing. That’s why we are looking for a dynamic and 
experienced Head of Relationships and Tender Management to join our growing Operations Team. 
 
Support in Mind Scotland is a leading national mental health charity providing incredible person-centred 
support. We want to make sure we can offer evidence-based mental health support to all those who need it, 
and we want to build meaningful partnerships, as an innovative and knowledgeable tender professional you 
will be supporting us to enable this change.  
 
As the Head of Relationships and Tender Management you will be helping to meet ambitious growth targets 
and write successful bids and manage the tender process. With a focus on transformation, supporting the 
organisation in the development of new service models internally and identifying new service streams with 
external commissioners and statutory funding partners.  
 
You will be responsible for ensuring that the organisation is prepared to face the challenges of competitive 
tendering through being able to demonstrate quality in all aspects of our work. This includes not only 
successfully submitting quality bids and identifying/preparing for specific future opportunities but also to 
review our current policies and procedures to ensure we can demonstrate that we are a quality organisation 
providing high quality services and manage any successful tender contracts accordingly. 
 
You would be joining Support in Mind Scotland at an exciting stage of growth and development.  
 
This is a permanent, full-time role, which can be done remotely with flexibility to travel and offers flexible 
working arrangements.  
 
What I do and what I achieve 

 My focus at a national level achieves outcomes which meet the organisation’s strategic priorities 
 I write and develop successful tenders and will meet growth targets and support operational priorities 
 I take responsibility for leading the National Management Team as appropriate to my expertise and role: 

primarily leading on tendering, including ensuring that SiMS has ‘tender-ready’ policies and procedures 
and can demonstrate quality, consistency, and equity across the country 

 I will ensure the organisation is tender ready, by updating policies and procedures, managing key 
contracts, and monitor the landscape along with the Operations Team 

 I will manage successful bid contracts with support of Area Managers and build powerful relationships 
with commissioners to ensure we remain compliant, competitive, and providing excellent services 

 I will support other leaders on the National Management Team to demonstrate and articulate quality 
outcomes in their area 

 I work with a number of partners across a wide range of sectors to achieve positive outcomes and protect 
and improve Support in Mind Scotland’s reputation 
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 Ongoing analysis of my work means I decide on a range of methods to ensure that best outcomes are 
achieved 

 I recognise the importance of confidentiality with a strategic role and maintain clear professional 
boundaries to achieve this 

 I ensure value for money is obtained through all procurement processes 
 
Who I am 

 I have an extensive track record of securing funding via tendering, including ability to develop a ‘case for 
support’, experience in grant and trust funding and developing Service Level Agreements is also beneficial 

 Track record in bid management and of planning and developing compliant and successful proposals/bids, 
including a proven track record of successfully securing new work or retaining existing contracts 

 Ability to develop and manage relationships, particularly in dispersed and multi-functional teams and with 
external stakeholders 

 Experience researching tender opportunities, as well as creating tools and resources to support tenders 
and grants 

 Experience and confidence in managing multiple projects simultaneously 
 Excellent verbal and written communication skills 
 Comfortable moving at pace when needed to 
 Self-starter and able to drive through projects 
 Excellent attention to detail 
 IT literacy, in particular of using Microsoft applications and the capacity to learn new systems including 

LMS 
 Ability to operate with sensitivity, tact, diplomacy, and mange confidential information 
 Comfortable representing the organisation externally  

You may also have: 

 Experience of change management 
 Understanding of the health and social care sector including mental health, alcohol and substance use, 

housing and homelessness 

General Duties 

 Act in accordance with Data Protection legislation. Ensure all records, personal, staff and client data are 
managed in line with Data Management and Information Governance policies 

 Comply with legal and regulatory requirements such as provisions set out in the Health and Safety at Work 
Act 1974 

 As with all employees, workers and volunteers; to encourage people to join Support in Mind Scotland as 
a member, donor or activist 

 To act in accordance with the charity’s Health & Safety and Safeguarding policies and to notify your line 
manager promptly if there are any concerns 

 To participate in regular supervision and appraisal and undertake any relevant training as appropriate to 
the role 

 To work in accordance with the charity’s national policies and local operating procedures and those of 
external regulators or professional bodies. 

 
This job profile and list of duties is not exhaustive and serves only to highlight the main requirements. The line 
manager may stipulate other reasonable requirements and projects commensurate with the general profile 
and grade of the post. 


