Green Enterprise Solutions
Holistic ICT Solutions Provider U E

green

(=176 288 Bid Desk Support - Green Enterprise Solutions >

Location: Windhoek Apply Now!
Type: Full-time
Experience Level: Mid (1-2+ years)

Are you meticulous, organized, and passionate about creating . = 2] wer
winning proposals? Join Green Enterprise Solutions, Namibia’s develobment too
trusted ICT partner. We're seeking a detail-driven Bid Desk Support hertice in ores 5 and ma
professional to coordinate tender submissions, manage e volumes of comblex te
documentation, and help deliver competitive, high-quality bids. da . I

Our Cultures & Values and compliance requireme

At Green Enterprise Solutions, we believe in empowering people and
the planet. Our culture is built on:

e Autonomy: We encourage self-driven professionals to pursue
their passions and make confident decisions that benefit both
themselves and the company.

e Integrity: We operate with honesty and strong moral principles,
fostering unity and trust.

¢ Innovation: Curiosity and creativity drive us to redefine norms
and anticipate change.

e Teamwork: Collaboration is key, we believe that together, we can
create something great.

e People-Centricity: We build meaningful relationships with clients,
colleagues, and communities.

e Sustainability: We actively engage in environmental and social
initiatives, from reducing our carbon footprint to supporting
digital literacy and education

Why Join Us?

At Green Enterprise Solutions, our focus is on people growth, global

expansion, continuous innovation, and operational excellence. Join a
forward-thinking team that values collaboration and purpose-driven ducation/Oualification: A Bachelo
work, offering a dynamic environment, professional growth Degree or Diplo oleva ald
opportunities, and the chance to make a lasting impact in Africa’s ICT . ~ e

sector. Ad

Main Purpose of the Job 0 (2) years of relevant professiona

Bid desk support is responsible for providing essential administrative -
and operational assistance to the bid desk team within our

organisation. The primary objective is to support the smooth,
compliant, and efficient execution of the bidding process, ensuring , N
high-quality, professional, and timely submission of all proposals and >
tenders. ~r Re

Key Responsibilities and sreadsheets/Data Ana 00
Performance Areas : owledge: Demonstrated

The core duties of this role centre on coordination, document 5
management, and ensuring bid readiness in a technology-focused =
environment.

e Manage the end-to-end administrative process for all tenders,

RFPs, and RFQs.

e Create, maintain, and manage the central repository of bid

templates and compliance documents.

e Act as the central coordinator, gathering and tracking necessary

inputs from Sales, Business Development, and other internal

technical teams needed for a winning bid.

e Review and proofread all bid submissions for accuracy,

completeness, and compliance with the RFP/RFQ, paying close

attention to technical specifications and commercial terms. : 64 61 416 300
e Track the status and progress of ongoing bids and assist with areers@green.co
performance reporting. oreen.co

Green Enterprise Solutions (Pty) Ltd is an approved Employment Equity company of which preference
will be given to Namibian applicants who meet the minimum requirements. Persons with disabilities
meeting the minimum requirements are encouraged to apply for the vacancy / position.



