
NYC Business Acceleration (NYCBA) is a free, one-stop shop service to help entrepreneurs and business own-

ers navigate government requirements when they open or during operation. NYCBA makes it easier and 

quicker for businesses to start, operate, or expand and provides assistance during emergencies. NYCBA pro-

vides client management and government coordination as well as plan reviews, consultations and inspec-

tions for the NYC Department of Buildings, Fire Department, Department of Environmental Protection and 

the Department of Health and Mental Hygiene. Visit NYC.GOV/NBAT for more information.  

 

POSITION TITLE: NYC Business Acceleration Intern 

 

DUTIES/JOB DESCRIPTION:  

 Provide intake and administrative support  

 Assist staff with special projects including: 

 Researching and documenting City agency policies and procedures 

 Managing client data using Salesforce (cloud-based CRM database) 

 Contribute to the agency newsletter 

 

HOURS:  12-17 hours/week starting in February 2014. Preference will be given to applicants who are avail-

able on Tuesdays and Fridays. Additional hours during school vacations and extension beyond spring semes-

ter may be possible. 

 

REQUIREMENTS:  

 Enrollment in a relevant undergraduate program (e.g. public administration, public policy, urban 

planning, business administration). 

 Knowledge of computer applications such as MS Word/Excel/PowerPoint/Access. 

 Excellent oral communication skills  

 Strong research skills 

 

COMPENSATION: $8.00 per hour. 

 

HOW TO APPLY: Students can submit a cover letter and resume electronically to asiman@sbs.nyc.gov, to the 

attention of Ms. Adira Siman. 

 

110 William Street, 2nd Floor                                                                             facebook.com/nycnewbiz  
New York, NY 10038                                                                                                 @NYCNewBiz         

P: (212) 513-6941  
E: businessnesshelp@sbs.nyc.gov 
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