
 
Job Announcement 

July 11, 2014 

'Revised Qualifications' 
 
JOB TITLE:    Executive Director, MWBE Division     LOCATION:  NYC 
BASIC FUNCTION: 
The Executive Director oversees the entire certification, compliance, and business development activities of 
the Division. The Executive Director coordinates with all state agencies on MWBE participation, provides 
recommendations to the Commissioner and Legislature on matters affecting the MWBE community, and 
coordinates the operations of the Division related to marketing and outreach, certification, agency training 
and compliance, MWBE training and business development, and reporting. 
WORK PERFORMED: 

 Oversee all aspects of MWBE certification, including developing new processes and procedures, 
streamlining operations, developing partnerships with other jurisdictions, and reporting all activity on a 
regular basis;  

 Oversee the entire compliance function, including ensuring that agency goal plans are completed, all 
agency reports are complete and submitted in a timely fashion, agencies have sufficient guidance 
regarding their responsibilities, and that all legislative requirements are being adhered to; 

 Oversee the entire business development programming, consisting of various technical and financial 
assistance initiatives to help MWBEs secure government contracts, access financing, improve operations 
and grow their business; 

 Managing the operations of the Division, regularly improving its efficiency and developing new written 
strategies as necessary; 

 Participating in working groups, task forces, and forums on MWBE issues, and ensuring the visibility of 
State MWBE activity throughout the MWBE stakeholder community 

 Oversee the collection of data regarding MWBE procurement, MWBE certification, and MWBE business 
development; 

 Ensuring that all required Division reports are completed in a timely manner and distributed to all 
relevant stakeholders; 

 Develop and refine guidelines regarding enforcement and implementation of Article 15-A of the 
Executive law, evaluating the effectiveness of  the laws affecting MWBEs, and recommending new 
legislation as necessary; and 

 Advising the Executive Chamber, Empire State Development, and the Legislature on matters affecting 
MWBEs and issues of concern to the MWBE community. 

 
EDUCATION & REQUIREMENTS: 
Education level required:  Master’s degree in government, business, public administration, economics or 
relevant field 
Equivalent Experience required:  5+ years relevant experience, with economic development issues and 
business finance 
Knowledge Required:   Excellent written and oral communications skills 
 
APPROXIMATE HIRING SALARY:  Up to $115,000 Commensurate with Experience 
 

INQUIRE 
 
Rahshib Thomas, Sr. Human Resources Manager 
DEADLINE:  At least 2 weeks or until the position is filled. 
Internal Candidates: COMPLETE A POSTING APPLICATION AND ATTACH A COPY OF RESUME 
External Candidates: SEND RESUME TO: Resumes@esd.ny.gov 

 
AN EQUAL OPPORTUNITY EMPLOYER 
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