
 
A.J. STONE COMPANY LIMITED 
JOB OPPORTUNITY  
PROPOSAL-PROJECT COORDINATOR 

 

 

Are you experienced in writing proposals through a tendering/request for proposals process using your 
keen writing, communication, and project management skills? Do you have strong organizational and 
time management abilities with an eye for detail, and thrive on collaborating with cross-functional 
teams?  
 
If you’d like to be part of an organization that values and invests in its employees and customers to 
build a better, stronger, more resilient workplace, then A.J. Stone Company Ltd. welcomes your 
application to join our team in the following full-time position, based out of our head office in Vaughan, 
ON: 
 

PROPOSAL-PROJECT COORDINATOR 
 
For over fifty years, A.J. Stone Company Ltd. has provided vital, industry leading products and services 
for the fire service and first responders. Known for our distinct and vast knowledge of the Canadian fire 
and emergency services market, we pride ourselves in providing customers with the highest standard 
of service, backed by industry experts.  
 
Reporting to the Vice President of Operations, and working closely with the management team, the 
Proposal-Project Coordinator is responsible for managing proposals/bids/tenders in response to 
requests for proposals/quotes from customers, and from ongoing, proactive searches for business 
opportunities. This position provides full project coordination of the entire proposal process, ensuring all 
deliverables are submitted on time, in scope, all while highlighting company value proposition.  
 
The Proposal-Project Coordinator must have the ability to clearly articulate and break down the 
requirements of an RFP/quote, manage the proposal development process and contribute to the 
formulation of a winning response. This role requires a focused individual who is an organized self-
starter and has the ability to work with multiple stakeholders at once while bringing fresh and innovative 
ideas to the proposal process. The ideal candidate for this position should have a passion for writing 
and project management that wants to continue to develop their skills and experience in a niche 
market, where their skills can complement our sales and marketing plans and who can help improve 
our overall communications. While the role focuses on the management of the proposal process, the 
incumbent will also have opportunities to add their expertise on other company projects. 
 
KEY SKILLS, KNOWLEDGE, AND ABILITIES 
 

1. Must possess a strong understanding of bid management processes with ability to take 
ownership and deliver high quality proposals. 

2. Strong verbal and written communications skills, with a high-level accuracy in spelling and 
grammar. 

3. Ability to work in a challenging and sometimes stressful environment managing competing 
tasks. 

4. Extremely organized with a keen attention to detail. 
5. Ability to develop and maintain positive relationships with a diverse range of disciplines in a 

dynamic business setting. 
6. Solid experience in Microsoft Office Suite and Adobe Acrobat Pro. 
7. Highly motivated, collaborative, strong work ethic and team player. 
8. Ability to adapt, improvise and problem solve. 
9. Excellent time management skills, keeping projects on schedule and on time. 
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QUALIFICATIONS 
 
The preferred candidate will have a diploma or degree in business, marketing, or communications with 
a minimum two (2) years of experience working within a proposal or business development team. At 
minimum, the candidate must have a high school diploma or equivalent approved GED, in addition to 
five (5) years of work experience in a similar role. Other relevant education will also be considered. 
Experience working on complex bids in the public sector would be considered an asset. PMP 
certification would also be considered an asset. 
 
Incumbent must be proficient in Microsoft Office, specifically Word, Outlook, Excel, and PowerPoint, as 
well as Adobe Acrobat Pro. Knowledge of Adobe Creative Suite would be considered an asset. Familiar 
with virtual communication tools (MS Teams, Zoom, WebEx). Strong internet research skills are a 
necessity. 
 
The incumbent must have exceptional writing, editing and proofreading skills – this is critical. You must 
have working knowledge of searching for federal, provincial, and municipal bid opportunities; 
experience preparing responses to RFP/RFI/RFQs, developing project scope documents, and creating 
compelling proposals and presentations; demonstrate good judgement and problem-solving skills with 
the ability to work in a team environment; stellar interpersonal skills along with the ability to 
communicate clearly and effectively (verbal and written) with individuals at all levels of the organization 
as well as external parties; ability to effectively deliver quality work under tight deadlines and a high 
degree of attention to detail; and be flexible and open to changing priorities and managing multiple 
tasks. 
 
WHY WORK FOR US? 
 
A.J. Stone Company Ltd. is incredibly proud of our company and its growth – in particular our people 
and our customers. Our core values play a big part in how we do business and how we hire, train, and 
develop our employees. We are continuously striving to build a better, stronger, and more resilient 
organization for future generations through: 
 

• Honesty, transparency, and commitment to doing what’s best for our customers and employees. 
• Protecting our brand – it represents all of us. 
• Meeting our commitments to customers, co-workers, and suppliers.  
• Empowering our employees to acting with an “owner” mentality: making decisions and taking 

initiative to leave things better than we found them. 
• Being great to work with. Some roles may have more responsibility than others, but all roles 

carry equal value and respect.  
• Being curious and questioning the status quo. Encouraging new ideas and welcoming 

challenges to our own.  
• Continuously learning and sharing our knowledge. Much of the fun lies in developing new ways 

to do things. 
• Valuing friendliness and compassion. Being caring and supportive. 
• Accountability - each of us is responsible for our words, actions, and results. 
• Prioritizing safety and embracing processes that value the health and safety of ourselves and 

those around us. 
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A.J. Stone Company Ltd. offers a competitive salary and benefits package. Salary will be determined 
based on qualifications, experience, and suitability for the role. The current range is from $55,000 to 
$65,000, however we will compensate based on qualifications and experience. 
 
To explore this opportunity further, please forward both a cover letter and resume (cover letter is a 
requirement) quoting "Proposal-Project Coordinator" no later than 5:00 pm on Friday, March 24, 
2023, to the attention of: 
 

Michelle O’Hara 
Vice President of Operations 
A.J. Stone Company Ltd. 
Email: mohara@ajstone.com  

 
We thank everyone for their interest; however, only those selected for an interview will be contacted. 
No phone calls please. 
 
A.J. Stone Company Ltd. is an equal opportunity employer. We are committed to equity, diversity and 
inclusion and are pleased to consider all qualified applicants for employment regardless of race, 
religion, creed, color, national origin, age, gender, sexual orientation, marital status, veteran status, or 
disability. In accordance with the Accessibility for Ontarians with Disabilities Act, 2005 and the Ontario 
Human Rights Code, we provide accommodations throughout the recruitment, selection and/or 
assessment process to applicants with disabilities.  Please inform us of any accommodation(s) you may 
require, including any materials or processes to ensure your equal participation. 
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