
      
                                                                                    

FULL TIME POSITION: 
RECORDS ARCHIVIST 
FINANCIAL MANAGEMENT AND ADMINISTRATION 

 
Agency Description: 
The Department of Small Business Services (SBS) helps unlock economic potential and create economic security for all 
New Yorkers by connecting New Yorkers to good jobs, creating stronger businesses, and building a fairer economy in 
neighborhoods across the five boroughs.

 
Job Description: SBS’s Waterfront Permits Unit regulates construction permits related to improvements or maintenance 
of waterfront properties under its jurisdiction. Permitting operations include reviewing scope of construction, plan 
examinations for compliance with New York City Zoning and Building Code, issuing construction permits, coordinating 
inspections, close-outs, compliance and records management.  
 

The Unit is offering a temporary position to an individual trained in Records Management and Information Sciences with 

experience in inventorying and indexing permitting records. Records include permitting application documents and 

drawings. The work will be conducted at two locations: at SBS’s main office in lower Manhattan, at 110 William St. and at 

the Brooklyn Army Terminal (BAT) at 140, 58th Street, Brooklyn.  

 
Working with the Project Manager and Programmer, the Records Preservationist will assist the Records Preservationist in 
developing a system to receive future application records electronically. They will also assist them in developing a suitable 
user interface framework for these applications. They will also coordinate with the Records Archivist in assessing progress 
that Unit has made in this project. 
 
This job may include driving, lifting and moving heavy cartons and boxes to and from shelving 
locations. This is a temporary grant funded position.  
 
 
Job Responsibilities: 

 Coordinate with SBS’s Waterfront Permits Operations technical team to analyze the work flow and develop a 
system to receive future application records electronically from the applicants, with limited in-house scanning 
capabilities. Assess user needs to access records electronically and develop suitable user interface framework.  

 Coordinate with SBS’s PMO team to integrate the electronic records management system within the agency’s 
client response management and communication system. 

 Evaluate records inventoried in Phase I and II, and develop a digitization program compatible with the waterfront 
operations archival system.  

 Conduct tests with different samples of digitized records varying in types, sizes, and formats, and assess the user 
interface needs. 

 Categorize Inventoried Records, and sort by different types and sizes of records for the drawings and forms, and 
develop file naming protocols, so as to be able to identify the type of file for retrieval. Develop system for 
reconciling records to be digitized from the archival inventory, and for receiving future records electronically, and/ 
or selectively scanning hard copies received.   

 Analyze Waterfront Permits Records Inventory to assess the types of records (drawings and forms) that need to 
be digitized, and calculate the volumes for procuring vendor services, to help formulate preliminary cost estimates 
and budget.   

 
Preferred Skills: 

 A Master’s degree from an accredited college in Library Science, Archival Science or Records Management or a 
related area 

 A baccalaureate degree form an accredited college and one year full-time professional experience in archival, 
records management or library work; or 

 Education and/or experience equivalent to the two bullets above. However, all candidates must have at least a 
baccalaureate degree from an accredited college. 

 New York State driver’s license and ability to drive in the city required. 



      
                                                                                    

 
Qualifications: 
1. A masterʹs degree from an accredited college with a major in business administration, public administration, urban 
planning, economics, urban affairs, marketing research, finance, or political science; or 

2. A baccalaureate degree from an accredited college and one year of full‐time satisfactory experience in one or more of 
the following: 
a. business development, retention, expansion and relocation or assisting businesses in accessing public and private 
services and programs including workforce development; or 
b. analysis of business records and documents to determine eligibility of businesses for programs and services; or 
c. economic, market or site research and analysis for business and neighborhood development; or 
3. An associate degree or 60 semester credits from an accredited college and three 
years of full‐time satisfactory experience as described in ʺ2ʺ above; or 
4. A satisfactory combination of education and experience which is equivalent to ʺ1ʺ, ʺ2ʺ, or ʺ3ʺ above. However, all 
candidates must have least 60 semester credits 
from an accredited college. 

 
How to Apply: 
To apply for this position, please email your resume and cover letter including the following subject line: Records 
Archivist to: careers@sbs.nyc.gov 
 
Internal candidates please email your resume and cover letter including the following subject line: Records Archivist to: 
HRHELP2@sbs.nyc.gov 
 
Salary: $31 per hour + 8.41% Seasonal Employee Fringe Benefits 
  
ALSO:  
City Employees: Apply through Employee Self Service (ESS) at www.nyc.gov/ess search for Job ID: 308118 
 
All Other Applicants: Go to www.nyc.gov/careers search by agency Small Business Services and search for Job ID: 
308118 
 
NOTE: TEMPORARY POSITION (May 2018) 
 
NYC residency is required within 90 days of appointment. 
 
If you do not have access to email, mail your cover letter & resume to:  
NYC Department of Small Business Services / Human Resources Unit  
110 William Street / New York, New York 10038 
 
 

http://www.nyc.gov/ess
http://www.nyc.gov/careers

