STRATEGIC PARTNERSHIPS, INC.

CONSULTING COORDINATOR
Position Specifications

ABOUT SPI
Strategic Partnerships, Inc. (SPI) is a full-service research and consulting firm based in Austin, Texas. SPI specializes in government procurement consulting, governmental affairs services and customized research in addition to other services. SPI is recognized as a pioneer in the business of partnering public and private entities for commercial purposes. Clients have won billions of dollars in government contracts, and public agencies recognize SPI’s credentials and trust the company’s judgment. SPI’s strategists have become experts in building proposals and business case justifications for government bids on outsourcing. SPI is distinguished by its scientific approach to problem solving and vast knowledge of government procurement processes. 

SPI’s Consulting Division has account teams that work with a wide variety of private sector clients to develop win strategies and establish competitive advantages for clients to approach the public sector with products and services.  SPI also has a dedicated Information Services (IS) Division that researches governmental entities and analyzes data for future and current business opportunities.  The team studies and reviews strategic plans, legislative appropriations requests, appropriations bills, and budgets to identify potential business projects 
To learn more about SPI, please visit our main website at www.spartnerships.com
JOB SUMMARY AND RESPONSIBILITIES
The Consulting Coordinator will be primarily responsible for assisting multiple client account teams and the Executive Management team with key project and administrative tasks necessary to achieve client success and ensure company growth. The following types of activities are consistent with being an integral and valued member of the SPI Consulting team:
· Maintain proactive and regular communication with client teams regarding projects/tasks where assistance is required
· Completion of assigned tasks/projects in a timely and professional manner with keen attention to detail

· Assist in the preparation of client materials (ex. agendas, background documents, notebook material, monthly reports) as well as the maintenance of client tracking documents

· Assist with meeting scheduling with or on behalf of clients

· Perform general research and information gathering tasks related to Texas government entities/decision makers and business opportunities (ex. organizational charts, bios, upcoming meetings)

· Communicate in a proactive and professional manner with clients as requested by the Consulting staff

· Disseminate information to Consulting teams to enhance knowledge of projects/initiatives relevant to SPI clients
SKILLS AND EDUCATIONAL REQUIREMENTS
· Degree from accredited college or university (relevant experience can be substituted)
· Ability to work in a fast-paced environment
· Ability to juggle multiple projects with multiple deadlines
· Ability to work independently and be self-motivated
· Ability to prioritize time and resources based on needs of clients and internal staff
· Strong computer and information gathering skills

· Strong organizational, communication and writing skills

· Ability to interact positively with peers, employees and clients

· Proficient in Microsoft Word, Excel and Outlook

LOCATION
Austin, Texas
HOW TO APPLY

Please e-mail a brief cover letter describing your interest in the position and your resume to J. Lyn Carl at jcarl@spartnerships.com. In the subject field of your e-mail, please write: Application for Consulting Coordinator. 
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