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FULL-TIME POSITION: 
PARTNERSHIP ASSOCIATE  
NYC FOOD AND BEVERAGE INDUSTRY PARTNERSHIP 

 
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. 

 
Workforce Development Division  

The Workforce Development Division is dedicated to improving the economic mobility of all New Yorkers through the 
delivery of quality employment and training services. The first recommendation of Mayor de Blasio’s workforce 
development strategy, Career Pathways: One City, Working Together, is expanding Industry Partnerships to ensure that 
New York City businesses are able to find the talent needed to thrive and grow and New Yorkers are equipped with the 
skills and qualifications needed to access jobs with family sustaining wages. Industry Partnerships are intermediaries 
between industry, government, organized labor, academia, philanthropy, community-based organizations and training 
providers that work together to drive the economic vitality of NYC through the development of a superior talent pool that 
is inclusive of all New Yorkers. 
 
The Food and Beverage Industry Partnership (IP) 
The NYC Food & Beverage Industry Partnership works as an intermediary to generate dialogue and collaboration between 
NYC food service industry leaders, operators, chefs, educators, service providers, philanthropy and City agencies. The 
Partnership leads the City’s strategy on investment in industry-informed initiatives to support NYC restaurants and other 
food service businesses, and training programs to foster the ability of all New Yorkers to access high-quality jobs and 
careers in the food service industry. 

Job Description 

The New York City Food & Beverage Industry Partnership seeks a Partnership Associate to support the development, 
implementation, and assessment of efforts designed to deliver education, training, and job opportunities at scale to 
thousands of New Yorkers. 

 
In this role, the Partnership Associate will report to the IP Executive Director and play an integral role in helping to 
manage day-to-day coordination & administrative support, deliver quality results in a metrics-driven environment, and 
work closely with various departments within the Agency. The scope of work will include research & analysis to support 
effective implementation, growth and scaling of programs and initiatives, development of Partnership literature & 
publications, email communications and update of website content. The ideal candidate has some experience in building 
programs and processes, and a demonstrated passion for the Food & Beverage Industry Partnership mission. 
 

Job Responsibilities 

The Partnership Associate will support the development, delivery and assessment of all the NYC Food & Beverage 
Industry Partnership initiatives. Key responsibilities include: 

• Lead research & analysis to inform efforts, guide strategy, and set benchmarks across all areas of  work 

• Provide administrative support and coordination of programmatic activities 

• Support development of systems, processes, and infrastructure to manage multiple initiatives, track outcomes, 
and assess efficacy of efforts 

• Support marketing and communications efforts designed to increase awareness and mobilize key audiences 

 
 
 
Preferred Skills: 

• 2 years of experience with data research and analysis 

• Demonstrated ability in coordination of programmatic activities 

• Knowledge of the Food Service industry is a plus 

• Excellent organization skills and attention to detail 
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• Exceptional communication and writing skills 

• Outstanding analytical & problem-solving abilities; enterprising and  resourceful, self-starter and team player 

• Integrity, credibility, and a demonstrated commitment to The New York City Food & Beverage Industry 

Partnership mission 

• Proficiency with Microsoft Office applications, including Excel, Access, Word, PowerPoint & Visio;  

Adobe InDesign a plus 

 

Qualifications: 

A baccalaureate degree from an accredited college or university and two years of full-time paid experience 

acquired within the last five years, administrative experience including handling of business or urban economic 

problems. 

 
 How to Apply: 

 

To apply for this position, please email your resume and cover letter with the subject line: Partnership 
Associate, F&B Industry Partnership to: Steven Picker, Executive Director, Food & Beverage Industry 
Partnership  at careers@sbs.nyc.gov   
 

ALSO: 
 
City Employees: Apply through Employee Self Service (ESS) at www.nyc.gov/ess search for Job ID: 387488 
 
All Other Applicants: Go to www.nyc.gov/careers search by agency Small Business Services and search for Job 
ID: 387488 
 

Salary range: Commensurate with Experience. 
 
NOTE: Only those candidates under consideration will be contacted.  
 
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 
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