
                                                                          
 
 

Full Time Position: 
Director - NYC Business Solutions, Staten Island Center 

 
Agency Description: 
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. 
 

 
About NYC Business Solutions:   
NYC Business Solutions is a set of services offered by the New York City Department of Small Business Services 
(SBS) to help businesses start, operate and expand in New York City.  NYC Business Solutions has been at the 
forefront of the City’s commitment to help business customers, providing small businesses and entrepreneurs with the 
ability to access government services by phone, online, or in person at NYC Business Solutions Centers located in 
neighborhoods throughout the five boroughs.  The NYC Business Solutions set of services consists of:  Business 
Courses, Legal Assistance, Financing, Incentives, Navigating Government, Recruitment, Training, Selling to 
Government and M/WBE Certification.  In 2013, NYC Business Solutions helped over 8,700 businesses throughout 
New York City to start, operate, and expand. 
 

 
Job Description: 
 
The Director of the NYC Business Solutions, Staten Island Center is responsible for managing the day-to-day 
operations of NYC Business Solutions’ Center in Staten Island as well as leading the Center towards its goal of 
providing high-quality services to help small businesses in Brooklyn to start, operate, and expand.  Specifically, the 
Director executes the center’s strategy, drives business development, supports service delivery, oversees ongoing 
operations, manages a team of account managers, and cultivates and manages key center partnerships.   
 
The NYC Department of Small Business Services (SBS) operates the NYC Business Solutions, Staten Island Center, 
and the Director reports directly to SBS’ Executive Director of NYC Business Solutions.  SBS is seeking a dynamic 
and entrepreneurial leader to serve as the Director of the Staten Island Center.  This is an exciting opportunity for a 
strategic leader to manage all day-to-day strategy, operations, and partnership development for the Center as well as 
provide ongoing leadership, vision, and support for all Center staff as they strive to develop and grow the impact of 
the services they deliver.  
 
Responsibilities: 
 

 Lead all day-to-day operations of the NYC Business Solutions, Staten Island Center. 
 Develop and execute a business development and service delivery strategy for the center. 
 Ensure high-quality service delivery to the businesses that access NYC Business Solutions’ set of services. 
 Direct the Center’s outcomes measurement, marketing, business development, partnership development, 

reporting, and project coordination. 
 Provide primary oversight and strategic management of the Center’s outcomes, identifying areas for 

improvement, spearheading corrective action plans, and working closely with key staff on strategies to 
improve overall performance. 

 Oversee, coach, and develop a highly motivated and self-directed staff of two Account Managers, who 
specialize in direct service delivery to small businesses. 

 Establish and grow mutually beneficial relationships with partners that can help the center to extend and 
deepen its service delivery within the borough of Staten Island. 



                                                                          
 

 Coordinate participation among community-based organizations, community boards, Business Improvement 
Districts and other relevant stakeholders in the interest of improving the access that small Staten Island 
businesses have to support services. 

 Attend morning and evening events in the Staten Island community as needed, in the interest of 
strengthening partnerships and business development efforts. 

 
Preferred Skills:  

 At least 5-7 years of relevant work experience, including experience managing teams in a fast-paced work 
environment. 

 A strong belief in the potential of small businesses and the value of understanding and addressing their 
needs. 

 Excellent interpersonal skills and the ability to work well with staff across a variety of positions and levels of 
seniority throughout the center, the Staten Island business community, and the Department of Small Business 
Services. 

 Excellent leadership skills and the ability to manage a team towards achieving annual performance 
goals/metrics. 

 The ability to think innovatively and generate new ideas that can translate directly into results. 
 Strong writing, analytical, interpersonal, time-management, and communications skills  
 Flexible, adaptable, customer-focused, and goal-oriented with a commitment to high standards of excellence. 
 Bachelor’s degree or equivalent experience required; advanced degree preferred. 
 Experience providing direct technical assistance to small businesses preferred.  
 An understanding of the political and community based landscape in Staten Island preferred. 
 Valid NYS Driver’s license  

 
Qualifications: 
1. A master's degree from an accredited college in business or public administration, management science, 
operations research, organizational behavior, statistics, computer science, information systems, political science, 
urban studies or a closely related field, and two years of satisfactory full-time professional experience in one or a 
combination of the following: management and/or technology consulting; business analysis and business process 
reengineering, organizational research or program evaluation; project management; or a related area. 18 months of 
this experience must have been in a managerial or supervisory capacity. Supervision must have included supervising 
staff performing professional work in the areas described above; OR 
2. A baccalaureate degree from an accredited college and four years of professional experience in the areas 
described in "1" above, including the 18 months of managerial or supervisory experience, as described in "1" above. 

 
How to Apply: 
 

To apply for this position, please email your resume and cover letter including the following subject line:  
Director – NYC Business Solutions, Staten Island to: careers@sbs.nyc.gov 
 
ALSO:  
For Non‐City/External Candidates: Visit the External Applicant NYC Careers site  and apply for this position by entering Job Title:  
Director, NYC Business Solutions, Staten Island 

 For Current City Employees: Visit Employee Self‐Service (ESS) to view and apply for available positions.  Click on 
Recruiting Activities > Careers, and search for the specific Job Title:   Director, NYC Business Solutions, Staten Island 

Salary:  $60,000 - $65,000 
 
NOTE: Only those candidates under consideration will be contacted.  
 
NYC residency is required within 90 days of appointment  


