
                                                                          
 

FULL TIME POSITION: 
CAPITAL ACCESS ANALYST 
DIVISION OF BUSINESS SERVICES 

 
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. 
 
Division Description 
 
The Business Services Division is dedicated to helping NYC small businesses start, operate and thrive in New York City, while also 
leading systemic change to improve the regulatory environment for businesses. The Division is guided by a lens of equity, diversity 
and inclusion. 

 
Job Description: 
 
The Capital Access Analyst will be part of the Business Operations Team within the Division of Business Services (DBS). The 
Business Operations Team includes the Agency’s Capital Access work and the suite of services offered at SBS Business Solutions 
Centers across the five boroughs to help small businesses start, operate and expand in New York City. The Analyst will report to 
the Executive Director of Capital Access & Center Operations and serve as an advisor on Capital Access programming and other 
services that are offered at the Business Solutions Centers. 
 
The Analyst will be responsible for generating data analytics and insights for the Capital Access portfolio, which includes several 
funds and a citywide financing assistance service. In addition to developing tools to help streamline reporting and pipeline 
management, the Analyst will synthesize industry reports to help influence program design. 
 
The Analyst will also be responsible for analyzing data across our citywide Centers to gather insights that will improve our services. 
Examples may include analyzing disparate datasets to uncover trends about the businesses that consume our services (e.g., 
industry, demographics, seasonal trends), developing surveys and other methods to track outcomes (e.g., impact that SBS 
services have on small business growth), and uncovering operational inefficiencies across the Center System.  
 
The Analyst will synthesize these analyses and provide recommendations to program teams and SBS leadership. She or he will 
develop dynamic, analytical dashboards and other methods to help program teams and leadership make decisions using data. She 
or he will also contribute to thinking creatively around what additional data we should collect from our vendors, partners, and 
customers in order to measure the impact of our services. 
 
Responsibilities will include, but are not limited to:  
 

• Generate Data-Driven Program Insights 
 

▪ Manage analytical projects for the Capital Access and Center Operations teams: take ownership over proposing 
projects, aggregating, cleaning, and analyzing internal and external data, and sharing insights with the team to 
help make strategic and operational decisions  

▪ Prepare synthesized analyses of aggregated citywide data to share insights with partners, vendors, and staff  
 

• Inform Leadership & Influence Policy Decisions 
 

▪ Use quantitative, qualitative, and best practice research to inform the creation of new policies and practices, 
strategic planning, and funder requests  

▪ Analyze and document current policies and processes, and develop necessary revisions  
▪ Synthesize complex information into presentations and reports for various audiences 
▪ Prepare cost-benefit analyses of existing and new programs 
▪ Create quantitative and qualitative reports and presentations for internal and external use 

 

• Leverage Data to Optimize Client Service & Operations 
 

▪ Ensure data collection protocols include the optimal data fields needed to measure outcomes, impact on 
businesses, and operational efficiencies of the Centers  

▪ Identify inefficiencies to improve performance and conduct supporting analyses  



                                                                          
▪ Design surveys and other methodologies of analyzing team results  
▪ Develop business customer archetypes and profiles based on qualitative and quantitative analysis  
▪ Support team in pulling and sharing data reports, reporting cross-unit KPIs, and preparing for public Mayor’s 

Management Report (MMR) reporting  
▪ Support design and implementation of Customer Relationship Management (CRM) platforms   
▪ Respond to time-sensitive requests from City Hall, SBS Executive Staff, elected officials, press, and the public  
▪ Other projects, responsibilities, and tasks as assigned  

 
 
Preferred Skills:  
 

• At least 5 years of professional experience including analysis or program management within small business / economic 
development fields 

• Experience working for or with Community Development Financial Institutions (CDFIs) is a plus 

• Expert in MS Excel 

• Proficient in MS PowerPoint 

• Experience in SQL, Access, Python, R, Tableau, and/or other data management or analytical tools is a plus 

• Experience with identifying, analyzing and interpreting data trends, and preparing reports 

• Experience processing large amounts of structured and unstructured data 

• Ability to think analytically and learn quickly and independently 

• Ability to manage multiple projects, perform under pressure and respond to tight deadlines 

• Excellent research, quantitative, problem solving and strategic thinking capabilities 

• Strong interpersonal, oral, and written communication skills 

• Proven ability to work well under pressure and adapt quickly to change 

• Ability and willingness to work in a collaborative, multi-disciplinary environment with diverse perspectives 

• High attention to detail 
 

 
Qualifications: 
 

1. A master’s degree from an accredited college in economics, finance, accounting, business or public administration, 
human resources management, management science, operations research, organizational behavior, industrial 
psychology, statistics, personnel administration, labor relations, psychology, sociology, human resources 
development, political science, urban studies or a Juris Doctor degree from an accredited law school;  or 

2. A baccalaureate degree from an accredited college and two years of satisfactory full‐time professional experience 
working in one or a combination of the following areas:  working with the budget of a large public or private concern in 
budget administration, accounting, economic or financial administration, or fiscal or economic research;    in 
management or methods analysis, operations research, organizational research or program evaluation;  in personnel 
or public administration, recruitment, position classification, personnel relations, labor relations, employee benefits, 
staff development, employment program planning/administration,    labor market research, economic planning, social 
services program planning/evaluation, or fiscal management;   or in a related area. 

 
Special  Note: 
To be eligible for placement in Assignment Level II, individuals must have, after meeting the minimum requirements, one additional 
year of professional experience as described in ʺ2ʺ above. 

 
How to Apply: 
 

THIS POSITION IS OPEN TO CANDIDATES WHO ARE PERMANENT IN THE STAFF ANALYST TITLE (OR 
COMPARABLE TITLES), THOSE WHO ARE REACHABLE ON THE CIVIL SERVICE LIST AND THOSE IN THE 
55-A PROGRAM. PLEASE INDICATE IN YOUR COVER LETTER IF YOU ARE PERMANENT IN THE TITLE OR 
ARE REACHABLE ON THE CIVIL SERVICE LIST. 
 
To apply, please email your resume and cover letter, after applying via ESS (for internal applicants) or nyc.gov/careers (for 

external applicants), and use the following subject line: 

Capital Access Analyst to: careers@sbs.nyc.gov 

 
Internal candidates please email your resume and cover letter including the following subject line:  
Capital Access Analyst to: HRHELP2@sbs.nyc.gov   
 
ALSO APPLY:   
 

mailto:careers@sbs.nyc.gov
mailto:HRHELP2@sbs.nyc.gov


                                                                          
City Employees:  Apply through Employee Self Service (ESS) at www.nyc.gov/ess  search for Job ID: # 474165 
 
All Other Applicants: Go to www.nyc.gov/careers search for Job ID: # 474165 
 
Salary: Commensurate with Experience 
 
NOTE: Only those candidates under consideration will be contacted. Also, as of August 2, 2021, all new hires must be vaccinated 
against the COVID-19 virus, unless they have been granted a reasonable accommodation for religion or disability. If you are 
offered city employment, this requirement must be met by your date of hire, unless a reasonable accommodation for exemption is 
received and approved by the hiring agency. 
 
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  
1 Liberty Plaza, 11th Floor 
New York, New York 10006 
 

 
The Department of Small Business Services (SBS) is an equal opportunity employer, committed to recruiting and retaining a diverse and 
culturally responsive workforce. SBS has a zero-tolerance policy for any form of sexual harassment in the workplace, treats all incidents 
seriously and promptly investigates all allegations of sexual harassment. 
 
All applicants will be considered without regard to actual or perceived race, color, national origin, religion, sexual orientation, 
marital or parental status, disability, sex, gender identity or expression, age, prior record of arrest; or any other basis prohibited by 
law.  These protections extend to all management practices and decisions, including recruitment and hiring practices, appraisal 
systems, promotions, training, and career development programs.  SBS will continue to provide reasonable accommodations to 
employees and applicants with disabilities, and for religious observances and practices. 
 
NOTE: This position is open to qualified persons with a disability who are eligible for the 55-a Program. Please indicate in your 
cover letter that you would like to be considered for the position under the 55-a.  
We appreciate the interest and thank all applicants who apply, but only those candidates under consideration will be contacted. 
 
 

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

