
      
City of New York 

BUSINESS INTEGRITY COMMISSION 
 Job Vacancy Notice 

       
 
Civil Service Title:  COMMUNITY ASSISTANT Level:    00         
 
Title Code No:  56056 Salary:   $28,675 - $37,201             

 
Office Title:  Operations and Facilities Assistant Work location:  100 Church St., New York, NY   
 
Division/Work Unit: General Services Number of Positions:  1 

Job Description: 
The New York City Business Integrity Commission, a combined law enforcement and regulatory agency with 
jurisdiction over the trade waste industry, the public wholesale markets and the shipboard gambling industry, 
seeks an Operation and Facilities Assistant to assist in the day-to-day operation and administration of the agency.   
The ideal candidate is detail-oriented, extremely motivated and can work well independently.  Accuracy, 
efficiency and the ability to juggle multiple projects are key requirements of this position.  Major responsibilities 
will include, but are not limited to: 
 

 Maintain proper storage and inventory of office supplies 
 Installing and assembling all furniture items 
 Delivering packages and supplies as requested  
 Keep storage facilities and materials, public areas and work spaces clean and orderly 
 Assisting the Director of General services on special projects 

Qualification Requirements: 
1. There are no formal education or experience requirements for this position. However, the ability to 

understand and carry out simple instructions is required. 
  

2. Candidates must be able to understand and be understood in English.  
 

3. NYC residency required within 3 months of appointment. 
Preferred Skills: 

 Strong oral and written communication skills. 
 Strong organizational skills. 
 Proficiency with Microsoft Office  
 Ability to work in a collaborative environment 
 Must be self-motivated 

To apply, please submit your cover letter and resume with the JVN NUMBER in the subject line to:  
 

hresources@bic.nyc.gov 
 

and 
 

City employees: https://a127-ess.nyc.gov/psp/prdess/?cmd=login 
 

Non-City candidates: https://a127-jobs.nyc.gov/ 
 

Appointments are subject to Office of Management and Budget (OMB) approval 
Post Date: 4/29/15 Post Until: 5/12/15 JVN: 831-15-109 

The Business Integrity Commission and the City of New York is an Equal Opportunity Employer. 


