
 

SBS SPRING INTERNSHIP:  
POLICY ANALYSIS INTERN  
REGULATORY REFORM UNIT, 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. 

 
The Regulatory Reform Unit sits within the SBS Division of Business Services and is responsible for ongoing efforts 
to identify and address policy challenges faced by small businesses in New York City. The team focuses on 
developing solutions to both improve City processes and help businesses comply with regulations. Part of this effort 
includes implementing Small Business First, a multi-agency mayoral initiative aimed at making government more 
effective and efficient for businesses.  

 
Job Description:  
The Regulatory Reform team seeks an undergraduate, part-time intern to assist the Regulatory Reform team in 
identifying policy challenges and building solutions with the goal of helping small businesses open, operate, and 
grow in New York City. The scope of the Intern’s work will span 9+ city agencies and various non-government 
stakeholders that interact with small businesses.  
 
Under the Regulatory Reform Senior Program Manager, the Intern will gain exposure to the workings of New York 
City process and policy development, as well as build skills in process improvement, cost/benefit analysis, project 
management, and presentation development.    
 
Examples of tasks include, but are not limited to:  

• Research and analysis to help with the design of policy improvements, including data analysis and 

management 

• Stakeholder interviews and documentation of processes/protocols/policies  

• Project management support 

• Cost/benefit analysis and recommendations 

• Internal and external written communication 

• Summary and analysis of rules and regulations 

• Presentation development for agency and City senior leadership  

Preferred Skills:  

• Excellent organizational and time management skills 

• Excellent attention to detail  

• Creativity and an interest in solving complex challenges  

• Experience in MS Office (Word, Excel, PowerPoint, Outlook) 

• Strong written and verbal communication skills 

• Analytical experience with Excel 

 

Qualifications: 

1. Student obtaining a baccalaureate or post baccalaureate degree from an accredited college. 

http://www1.nyc.gov/site/smallbizfirst/index.page


 

 
* The approximate timeframe for this role is February – May 2019, with the opportunity to extend into 

the summer months.*  

 

How to Apply: 

Please email cover letter and resume including the following subject line: Policy Analysis Intern to: 

careers@sbs.nyc.gov  

ALSO: 
City Employees: Apply through Employee Self Service (ESS) at www.nyc.gov/ess search for Job ID: 379497 
 
Salary: $16.00 per hour. 
 
NOTE: Only those candidates under consideration will be contacted. 
 
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, 7th Floor 
New York, New York 10038 
 

 


