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The New York City Department of Small Business Services (SBS) is a vibrant, client-centered agency whose 
mission is to serve New York’s small businesses, jobseekers and commercial districts. SBS makes it easier for 
companies in New York City to start, operate, and expand by providing direct assistance to business owners, 
supporting commercial districts, promoting financial and economic opportunity among minority- and women-
owned businesses, preparing New Yorkers for jobs, and linking employers with a skilled and qualified 
workforce. SBS continues to reach for higher professional standards through innovative systems, new 
approaches to government, and a strong focus on its employees. 

NYC Business Acceleration is a unit of SBS that provides a variety of services directly to individual business 
owners to help them open, operate and recover from disasters. The unit also works to make changes to the 
overall regulatory environment to help the small business community. 
 
POSITION TITLE: Division of Business Acceleration Intern  

DUTIES/JOB DESCRIPTION:  
• Clerical and administrative duties as assigned 
• Participate in client outreach and attend inter-agency planning and coordination meetings 
• Interact with the public to respond to requests/inquiries 
• Assist DBA inspectors and DBA staff with data collection and data entry 

HOURS:  Up to 17 hours/week. Extension beyond semester may be possible. 

REQUIREMENTS:  
• Enrollment in a relevant undergraduate program (e.g. public administration, public policy, 

urban planning, business administration). 
• Strong research and analytical skills preferred 
• Excellent written and oral communication skills required 
• Knowledge of computer applications such as MS Word/Excel/PowerPoint/Access, experience 

with data analysis using Excel preferred 
 

HOW TO APPLY: Students can submit a cover letter and resume electronically to 
Businesshelp@sbs.nyc.gov  
 
APPLICATION DEADLINE:  Rolling 
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