
   

 

  1 

 

 

Job Description: Proposal Development 

Associate 

Job Identifier: 2026-PW002 

Company: IdenGov 

Location: Remote, HUBZone-residence required 

Engagement Type: Project-based student / intern-style fellowship opportunity 

Compensation: Submission-based fee plus potential success-based commission; no salary or 

hourly wage 

Application: Apply through the Careers section of the IdenGov website and follow the 

application instructions. 

Position Summary 

IdenGov is seeking motivated students and early-career professionals who want hands-on 

experience in government contracting, public-sector proposal development, public policy, 

government relations, procurement, and federal/state business development. 

This opportunity is designed for college sophomores and above, graduate students, recent 

graduates, and early-career professionals who want to learn how companies respond to RFPs, 
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RFIs, RFQs, RFXs, Sources Sought notices, and partner-led government contracting 

opportunities. 

The work is structured and template-supported. Associates will often work from existing 

IdenGov materials, prior written documents, templates, checklists, and partner-provided 

information. Minor original writing may be required, but strong writing, editing, organization, 

and attention to detail are essential. 

Because IdenGov is an SBA-certified HUBZone company, applicants must currently reside in an 

active HUBZone area and be able to verify HUBZone residence eligibility. Applicants should 

check their address using the official SBA HUBZone Map: 

https://maps.certify.sba.gov/hubzone/map 

About IdenGov 

IdenGov is a HUBZone and Women-Owned Small Business supporting public-sector and 

technology partners with project management, business process improvement, contract 

management, procurement efficiency, compliance support, and proposal-ready business services. 

IdenGov works with prime contractors, technology partners, and public-sector organizations to 

support federal, state, and local procurement opportunities. 

What You Will Learn 

This role is built for practical learning. Proposal Development Associates may gain experience 

in: 

• How federal, state, and local RFPs are structured. 

• How companies evaluate whether to pursue public-sector opportunities. 

• How prime contractors and subcontractors work together. 

• How HUBZone and small-business set-aside strategies support government contracting. 

• How proposal templates, compliance matrices, and submission packages are built. 

• How public-sector service descriptions are written. 

• How project management, business process improvement, and contract management 

services are positioned in proposals. 

• How deadlines, partner inputs, and procurement instructions are tracked. 

https://maps.certify.sba.gov/hubzone/map
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What You Will Do 

Proposal Development Associates will support IdenGov leadership and senior proposal 

contributors with organized, deadline-driven proposal tasks. 

Responsibilities may include: 

1. Review RFP, RFI, RFQ, RFX, and Sources Sought documents to identify basic 

submission requirements. 

2. Help summarize deadlines, required forms, attachments, page limits, formatting rules, 

and submission instructions. 

3. Populate proposal templates using IdenGov’s existing company materials, service 

descriptions, and written content. 

4. Assist with drafting short sections, including company summaries, service descriptions, 

partner-role summaries, and capability statements. 

5. Help organize documents, file names, version control, and checklist items. 

6. Support communications with IdenGov leadership regarding missing information, 

deadlines, and proposal status. 

7. Help maintain reusable proposal language and opportunity notes. 

8. Conduct basic research on public-sector opportunities, partner organizations, agencies, 

and procurement portals. 

9. Assist with preparing final submission packages for review. 

10. Learn and apply professional standards for confidentiality, deadline management, and 

government contracting documentation. 

Ideal Candidate Profile 

This role is a strong fit for students or early-career professionals interested in: 

• Political science 

• Public administration 

• Public policy 

• Government relations 

• Lobbying or advocacy 

• Federal contracting 

• State and local government 

• Procurement 

• Business writing 

• Project management 
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• Public-sector technology 

• Law, compliance, or contract management 

Applicants do not need prior proposal-writing experience, but they should be strong writers, 

careful readers, reliable communicators, and comfortable working with documents and 

deadlines. 

Required Qualifications 

• Current residence in an active HUBZone area, verified using the official SBA HUBZone 

Map. 

• College sophomore standing or higher, graduate student status, recent graduate status, or 

equivalent early-career experience. 

• Strong writing, editing, and reading-comprehension skills. 

• Ability to follow templates, checklists, and written instructions. 

• Strong attention to detail. 

• Interest in government contracting, public policy, public administration, public-sector 

business, or procurement. 

• Ability to communicate professionally by email and shared documents. 

• Reliable access to internet, email, Microsoft Word or compatible document tools, and 

PDF tools. 

• Ability to maintain confidentiality. 

Preferred Qualifications 

• Coursework or experience in political science, public administration, public policy, 

government relations, business, communications, law, procurement, project management, 

or related fields. 

• Interest in federal, state, or local contracting. 

• Experience with research, writing, editing, student government, debate, policy analysis, 

grant writing, Model UN, campaign work, legislative work, nonprofit work, or 

administrative support. 

• Familiarity with Microsoft Word, Excel, SharePoint, Google Docs, PDF tools, or project 

trackers. 

• Interest in small-business development, women-owned businesses, HUBZone programs, 

or public-sector entrepreneurship. 
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Compensation Structure 

This is a non-salaried, project-based opportunity. IdenGov does not offer a salary or hourly wage 

for this role. 

Compensation may include: 

• A fixed fee upon successful completion and submission of assigned proposal-support 

work. 

• A success-based commission or award-related payout when an opportunity results in 

revenue for IdenGov, depending on the opportunity type, award structure, and written 

engagement terms. 

• Opportunity-specific compensation terms will be documented before work begins. 

This opportunity may also provide learning, mentorship, exposure to government contracting, 

writing experience, and practical business development experience in the public-sector 

marketplace. 

Time Commitment 

Time commitment will vary by assignment and student availability. Some assignments may be 

short and task-based. Others may support longer proposal cycles. Applicants should be able to 

communicate availability clearly and meet agreed deadlines once they accept an assignment. 

HUBZone Eligibility Requirement 

Because IdenGov is a HUBZone-certified company, applicants must currently live in a valid 

HUBZone area. Applicants are responsible for checking their current residence using the official 

SBA HUBZone Map before applying: 

https://maps.certify.sba.gov/hubzone/map 

Applicants may be asked to provide documentation or verification of current HUBZone 

residence during onboarding. HUBZone eligibility may change over time, so continued 

eligibility may be subject to re-verification. 

Application Instructions 

To apply, visit the Careers section of the IdenGov website and follow the application process for 

Job Identifier 2026-PW002. 

https://maps.certify.sba.gov/hubzone/map
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Applicants should be prepared to provide: 

• Resume or short background summary. 

• Short writing sample, such as a class paper excerpt, policy memo, professional email, 

article, research summary, or other business/public-sector writing sample. 

• Brief statement describing interest in government contracting, public policy, public 

administration, government relations, procurement, or public-sector business. 

• Confirmation that the applicant has checked their current residence using the official 

SBA HUBZone Map. 

Equal Opportunity Statement 

IdenGov considers qualified applicants without regard to protected characteristics. HUBZone 

residence is a program-related eligibility requirement tied to IdenGov’s SBA HUBZone 

participation and workforce obligations. 
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