
Components of a Job Proposal 
 

Begin by identifying the needs, challenges, business issues, “pain points” of your 

prospective company. You will learn these by active listening during previous interviews, 

research, conferring with inside contacts. 

Address your proposed solutions. Present these as thoughtful, measured suggestions or 

recommendations for performance improvement. Your proposals should be concrete, direct, 

focused, and measurable.  

Next, indicate the skills or areas of subject matter expertise that you will utilize to deliver on 

your solutions. Choose your top five which are outstanding, will set you apart, and will be 

visible to others. 

Wrap up your proposal with a statement of how you will impact the business. In other 

words, what will be your value proposition to the business environment, team, or 

community? How will it be different because you’re a part of it?  

Your closing statement, similar to your close in an interview, is an invitation to action. Ask 

for the job! 

Optional components 

What excites you about the prospect of working for that company 

This is how your interests and passions will align with the company’s mission. 

Who am I 

An opportunity to say who you choose to be as an employee, not what box you fit in. 

Value bridge statements 

Highlight past achievements which translate into potential value to the company. 

What I will do in the future 

This is where you say what you have chosen as your future. Focus on results for the 

company, not for you 

Your commitment 

This is non-negotiable. What you will stand for, whether others agree or disagree. What 

qualities or ethical standards will be ever present? 

What inspires you about this opportunity 

Speak from the heart: Be totally authentic. This is where you make the case that this will be 

more than just a job. 


