
                                                                          

FULL TIME POSITION: 
WORKFORCE SYSTEMS REPORTING & DEVELOPMENT MANAGER  

WORKFORCE DEVELOPMENT DIVISION 

 
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 
 
SBS’ Workforce Development Division is focused on the delivery of quality employment and training services to 
support equity of opportunity, that leads to economic self-sufficiency and mobility for New York City's diverse 
communities. In support of Mayor de Blasio’s Career Pathways: One City, Working Together, the Division manages 
the adult workforce development system in New York City, which serves over 100,000 New Yorkers annually through 
the network of Workforce1 Career Centers.  
 
The Division works with industry partners to identify, develop, and procure high-quality training delivered directly to job 
seekers so that they can obtain the skills needed for jobs in high demand. The Division supports businesses in NYC 
by offering training opportunities for new and incumbent workers and by sourcing candidates for vacant positions. 
 

 
Job Description: 
 
SBS is seeking an experienced professional to join our Data & Reporting Unit within the Workforce Development 
Division. Worksource1 is a custom-built jobseeker and job order enterprise tracking system that supports critical 
business functions for and collects performance data from the Workforce1 Career Center system (WF1). SBS seeks 
to improve its capacity to use Worksource1 in a variety of ways, from enhancing its functionality and data integrity to 
improving SBS’ capacity to report—and act upon—Worksource1 data in a meaningful and proactive way. To this end, 
the Worksource1 Management and Reporting Unit is charged with providing Worksource1 management, data 
analysis, performance reporting, and data quality monitoring for the Division.  
 
The ideal candidate will be an innovative and analytical thinker driven by a passion for the continuous improvement of 
social services. This candidate will conduct regular reporting and analysis on Worksource1 data and participate in a 
variety of initiatives to improve Worksource1’s functionality and data. The Manager role reports to the Director of 
Worksource1 Management & Reporting.    
 
Specific Responsibilities: 

 

• Develop and maintain a deep understanding of Worksource1 business rules, functionality, and data types. 

• Produce timely and accurate reporting on system-wide and center-specific performance metrics. 
o Generate boiler-plate reports of critical system data on a regular basis.  
o Fully understand data across our databases to bring complex relationships to light. 
o Propose new ways of conveying our data to users for deeper insights. 

• Contribute to the Worksource1 Development Cycle from concept, to requirements gathering, design, testing, 
deployment, and post-deployment follow-up. 

o Manage Worksource1 User Bug Reporting process from field reports, to writing, and testing. 
o Draft requirements with stakeholders to ensure robust but cost-effective solutions. 
o Enhance existing systems to improve data collection, user interfaces, and reporting functions. 
o Vet new report requests/change requests to existing reports and work with our technology team to 

ensure that the report requests are managed, prioritized, and coordinated. 

• Respond to ad-hoc reporting requests from the Deputy Commissioner, Assistant Commissioners, Executive 
Director, Executive Office, and other Workforce Development Division Units. 



                                                                          
• Create snapshots of Workforce1 and program specific performance to facilitate regular performance 

management meetings with Workforce1 leadership. 

• Participate in and lead Worksource1 training sessions for new users and for rollouts of new enhancements to 
existing users. 

• Will coordinate, host and/or participate in remote/virtual meetings with internal and external stakeholders to 
advance work projects across their portfolio as needed. 

• Own several regular, recurring processes for importing data into our databases. 

 
Preferred Skills:  
 

• 3 – 5 years of program evaluation, quality assurance or comparable professional experience  

• High level of attention to detail and accuracy 

• Experience with relational databases 

o Writing SQL queries 

o Managing and analyzing MS Access databases 

• Experience with business analysis, software design, report writing, and business requirements writing 

• Ability to conduct complex quantitative analysis using Microsoft Excel or similar tools 

• Strong analytical and problem-solving skills 

• Ability to prepare deliverables based on quantitative analysis in the form of data visualization, PowerPoint 

presentations, and written reports 

• Strong written and verbal communication, collaboration and interpersonal skills 

• Willingness to occasionally participate in ad-hoc special projects and initiatives as required by the Division. 

• Ability to work independently to produce final work products that meet the Division’s needs.  

• Ability to organize, drive, and manage multiple projects to timely completion 

• Knowledge of workforce development or human service programs, operations, and service delivery 

• Experience with statistical analysis tools such as SPSS 

• Experience with high level statistical analysis, data modeling, and forecasting 
 
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;   
 

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 (OR 
COMPARABLE TITLES) TITLE, 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: 

Worksource1 Management & Reporting Manager to: careers@sbs.nyc.gov 

 
Internal candidates please email your resume and cover letter including the following subject line:  
Worksource1 Management & Reporting Manager to: HRHELP2@sbs.nyc.gov   
 
ALSO APPLY:   
 
City Employees:  Apply through Employee Self Service (ESS) at www.nyc.gov/ess  search for Job ID: # 468630 
 
All Other Applicants: Go to www.nyc.gov/careers search for Job ID: # 468630 
 
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. 
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