
 

 
JOB POSTING 

  
Job Title: Proposal Manager 

Primary Work Location:   Bronx, NY 

Supervisor:   Executive Director 

FLSA Classification:         Exempt 

Projected Salary Range: Competitive; commensurate with experience 
 

Overview: 

The Association for Energy Affordability is on the leading edge in adopting innovative building 
technology, methods, and materials to achieve substantial reductions of energy usage and greenhouse 
gas emissions that improve conditions for everyone. We develop, test, promote, and follow industry 
best practices and advanced building standards. We deliver training that enables building professionals 
and construction workers to improve the health, safety and performance of today’s buildings. We design 
and implement programs to provide the benefits of energy efficiency to communities, while maintaining 
a firm commitment to housing affordability.  With offices in New York and California, AEA is a learning 
organization that is continually working to take advantage of new opportunities in our growing field. If 
working for this kind of organization appeals to you, we want to hear from you. 

Position Summary: 

AEA is seeking an experienced professional to manage the preparation and production of responses to 
RFPs, RFQs and other opportunities to provide energy consulting services, energy efficiency program 
implementation, and technical training.  You will work in our Headquarters and Training Center in the 
Bronx, NY with a diverse set of trainers, program managers, and engineering and construction staff.   

We are looking for someone who can communicate our mission, capabilities and leadership to a wide 
variety of potential funders and customers in real estate, nonprofits, government agencies, and utilities.   

Your experience working in engineering, construction, building energy efficiency or equitable 
electrification -- or in a training setting related to these fields, will assist you in developing written 
proposals and statements of qualifications in response to complex requirements and to communicate to 
prospective clients the value that our unique nonprofit organization can bring to their projects and 
programs. 

Responsibilities: 

You will lead the proposal development process to produce a compelling narrative and proposal package 
showing how our principals and key staff, experience, facilities, and history equip us to meet the client’s 
needs. Your agility and accountability in responding fully and directly to the requirements of each RFP or 
RFQ will reflect and model these characteristics of AEA’s culture.   

You will organize and maintain staff professional profiles, case studies, references, program 
descriptions, and other proposal components, crafting, updating, and customizing them to effectively 
represent our capabilities and experience for each opportunity we seek.  



You will be a doer and a manager of the proposal process, from brainstorming through final in-house 
approval, including convening meetings, assigning tasks, writing narratives, working with budgets, and 
managing the assembly, production, and review of the final product, keeping the proposal team on track 
and on schedule.  

You will coordinate, support, and collaborate with actors within and outside the organization to build 
strong, motivated teams whose successful proposals lead to successful projects. 

Qualifications and Experience 

The successful candidate will have 

business and proposal development experience working with a firm delivering technical or construction 
services in one or more fields related to AEA’s mission, such as energy efficiency, renewable energy, 
equitable electrification, or high-performance new construction.  Basic understanding of multifamily 
building systems is a plus. 

strong English language writing skills suitable for technical business proposals and related presentations, 
working in Microsoft Word, Excel, PowerPoint and on document-sharing platforms as needed.  Be 
prepared to perform writing and editing tasks and secure management approval of approach and final 
products.  

demonstrated ability work within tight deadlines to deliver materials of consistently high-quality 
content, presentation, and production without resorting to cookie cutter responses.  

a shared commitment to AEA’s mission to improve the comfort, quality, and affordability of housing 
through energy efficiency and decarbonization of fuels used in both new and existing buildings, 
especially those in disadvantaged communities or occupied by low- income residents.  

the ability to effectively support and lead teams made up of AEA member organizations and other 
industry partners, consistent with AEA’s mission and corporate interests.   

Other requirements: 

Must be able to legally work in the country where this position is located without visa sponsorship. 

AEA requires a COVID-19 vaccination for all employees. Therefore, all new employees are required to 
present proof of vaccination status upon hire unless they qualify for a medical or religious exemption.  

EEO Non-Discrimination and ADA Reasonable Accommodation Statement: 

Applicants are considered for all positions without regard to race, color, creed, religion, age, national 
origin, alienage or citizenship status, gender, sexual orientation, gender identity, marital or partnership 
status, disability, military status, veteran status, or predisposing genetic characteristics. AEA does not 
discriminate on the basis of physical or mental disability where the essential functions of the job can be 
reasonably accommodated. Determinations on requests for reasonable accommodation will be made on 
a case-by-case basis. For more information on the physical requirements of this position and/or if you 
need reasonable accommodation for any part of the application and hiring process, please notify the 
agency at 212-279-3902 Ext-8265 or aberesford@aea.us.org 

TO APPLY: Interested applicants must submit a cover letter and resume to Amy Beresford, Director of 
Human Resources, at aberesford@aea.us.org to be considered for this position. In your cover letter, 
please share examples of AEA’s past or current work that is most exciting to you and why. Please note 
that candidates with Gmail should check their spam folder for @aea.us.org correspondence. 

~ Minorities and women are encouraged to apply ~ 


