
 

 

 
MARKETING & BUSINESS DEVELOPMENT SPECIALIST 
Warrenville, IL 
 
Engineering Resource Associates, Inc. is seeking a full-time Marketing & Business Development Specialist to lead 
and support the company’s marketing, proposal development, and branding efforts. This role is responsible for 
creating compelling marketing materials, managing digital content, and coordinating proposals and statements of 
qualifications (SOQs) for engineering projects. 
 
The ideal candidate is a self-directed, positive and enthusiastic professional who cares deeply about the impact of 
their work. They are a highly organized, detail-oriented go-getter who thrives in a fast-paced, collaborative 
environment without needing step-by-step direction. Driven by a genuine investment in team success, they use 
strong analytical skills to solve problems, manage multiple priorities, and consistently hit deadlines. This proactive 
communicator works seamlessly both independently and in teams, taking full ownership of responsibilities while 
adapting quickly to new tools and processes. 
 
Key Responsibilities 
 
Business Development 

• Assist in developing and maintaining a Customer Relationship Management (CRM) database 
• Assist in developing a capture plan and implementing the plan to support strategic decision making 
• Serve as an active member of professional associations 
• Develop client events, lunches, golf outings and maintain active list of business development initiatives 
• Set up and manage the business development budget 

 
Proposal Development Support 

• Serve as the primary steward of ERA's brand identity across internal and external communications 
• Lead the proposal development process, including planning, writing, editing, and submission 
• Analyze RFP/RFQ requirements to develop compliant, client-focused responses 
• Maintain and update a library of templates and ongoing project profiles 
• Research and monitor public bidding sites for upcoming opportunities 
• Maintain proposal calendars and submission deadlines  
• Collaborate with project managers to gather and verify technical content 
• Support presentations and interview materials 

 
Marketing & Communications 

• Develop marketing materials for client meetings, interviews, and conferences 
• Manage and update website content and social media platforms 
• Create brochures, presentations, graphics, blog posts, and internal communications  
• Ensure consistency and quality control of company branding across all materials 
• Assist with brand refresh initiatives as needed 

 
Qualifications 
 
Education & Experience 

• Bachelor’s degree in Business, Marketing, Communications, Graphic Design, or a related field (equivalent 
work experience may be considered in lieu of degree) 

• 2-5 years of relevant experience preferred 



 
 
 
 
Technical Skills 

• Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook, and Teams) 
• Experience with Adobe Creative Suite (InDesign, Photoshop, Illustrator) 
• Familiarity with a CRM program 

 
Benefits 
ERA offers competitive compensation and comprehensive benefits such as generous medical/dental/vision 
insurance, life insurance, 401K with employer match, paid vacation, and holidays. If you are interested in this 
position, please send your resume to Staci Withrow at hr@eraconsultants.com. 


