
                                                                          

FULLTIME POSITION: 
ACCOUNT MANAGER, NYC BUSINESS SOLUTIONS, BRONX CENTER 

 
Position Overview 
The Account Manager for NYC Business Solutions is responsible for contributing to the day-to-day operations of NYC 
Business Solutions Centers as well as helping the Center to deliver high-quality services to help small businesses 
start, operate, and expand.  Specifically, The Account Manager manages the administrative and support services that 
are the core of the Center’s daily operation. This work includes assessing the potential of entrepreneurs to start their 
business, answering questions regarding licenses and permits, and pre-screening clients for the NYC Business 
Solutions set of services.   

 
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 Mayor’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 business districts 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 2016, NYC Business Solutions helped over 7,500 businesses throughout 
New York City to start, operate, and expand. 
 
About Grant Associates Inc.: 
Grant Associates is a national, award-winning workforce development company. Since opening our doors in 1997, we 
have collaborated with government agencies to develop workforce programs and solutions that create the 
opportunities that advance job seekers, businesses and local economies, all with exceptional results. 
 
At Grant Associates, we know every community’s workforce needs are unique. With proven models and in active 
partnership with government, Grant Associates’ mission is to tailor solutions that build workforce capacity, proving 
over the past two decades that our approach helps a community reach its true potential. 
 
Working under contract with federal, state and local agencies, Grant Associates has served more than 20,000 
companies and helped more than 100,000 people define realistic goals, further their education and training, find jobs 
and embark on new career paths. 

 
Responsibilities: 
 
Business Services: 

 Assist businesses in obtaining financing by identifying the appropriate lender(s) for the business’s need and 
preparing loan packages  

 Help entrepreneurs understand and successfully navigate the launch process from business concept to first 
sale, including developing a customized launch plan and providing technical assistance where launch steps 
align with NYC Business Solutions services  

 Work with businesses to develop and implement recruitment plans, including but not limited to determining 
staffing needs, outlining appropriate candidate screening methods, building candidate sourcing timelines and 
working with SBS’ Workforce1 Career Center partners to ensure businesses are connected to qualified 
candidates Develop relationships with banks, alternative lenders, law firms, and partners (chambers of 
commerce, economic development organizations, etc.) that can provide services to NYC Business Solutions 
Center customers and serve as referral sources 

 Coordinate business education courses in areas such as business planning, human resources, financial 
management, and marketing 

 Help customers in applying for numerous government incentives and programs, such as Minority- and 
Women-owned Business certification  

 Participate in working groups with other Account Managers from NYC Business Solutions Centers across the 
city in order to identify best practices, improve efficiencies and overcome obstacles to achieving outcomes 

 
Marketing and Sales: 



                                                                          

 Design and implement business development activities in areas including recruitment, financing and 
employee training  

 Market the NYC Business Solutions, Bronx Center and its services to new and existing business customers 
through direct business outreach activities 

 Acquire a sufficient volume of new customers with a need for NYC Business Solutions services to ensure the 
center’s quarterly and annual goals can be achieved 

 Develop targeted sales strategies to acquire customers in target markets with goals for customer acquisition, 
measure the success of those strategies on an ongoing basis, and adjust course as needed in order to 
ensure that sales targets are being achieved 

 Present the NYC Business Solutions set of services at partner organizations’ events in group and one on one 
settings 

 
Work Management: 

 Create and maintain complete records of customer accounts, including detailed content on sales and service 
delivery activities completed and full profile information for the business customer, in the system’s CRM 
database 

 Respond to all customer inquiries in a timely and appropriate manner, in accordance with quality assurance 
best practices and Center standards 

 Attend trainings and mentoring sessions as provided by NYC Business Solutions in order to enhance sales 
and service delivery skills 

 Provide feedback to team members, the Center Director, and SBS on an ongoing basis in order to improve 
the system’s ability to achieve outcomes and provide high-quality service to customers 

 
Required Skills and Experience: 

 Demonstrated knowledge of small business assistance and business support programs in New York City  

 Experience providing direct, outcome-focused services to small businesses,  

 A strong belief in the potential of small businesses and the value of understanding their needs and helping 
them to succeed. 

 Experience managing partnerships with community-based organizations, community groups and/or 
government programs in a manner that helped both organizations meet their goals 

 Proven track record in acquiring and retaining business customers  

 Experience using customer relationship management tools or other database systems in order to track and 
manage services and outcomes 

 Ability to manage towards goals in order to ensure the successful achievement of those goals by specific 
deadlines 

 Ability to work effectively under pressure in both a team and individual setting    

 Strong interpersonal and relationship management skills 

 Flexible, adaptable, customer-focused, and goal-oriented with a commitment to high standards of excellence. 

 The ability to communicate effectively verbally and in writing with a diverse array of internal and external 
stakeholders  

 
Qualifications: 

 A baccalaureate degree from an accredited college and two years of professional experience in the areas 
described above; advanced degree a plus 

 Bilingual  Spanish is a plus 
 
 
 


