
 
JOB OPENING 

September 17, 2014 
 

JOB TITLE: Senior Certification Analyst Location:  New York City 
DEPARTMENT:       Community Economic Development 
BASIC FUNCTION: 

Under the supervision of the Director of Certification Operations of the Division of Minority and 
Women’s Business Development (the “Division”), the Senior Certification Analyst is responsible for 
implementing the New York State Minority and Women-owned Business Enterprise (MWBE) 
Certification Program as guided by the provisions of Article 15-A of the New York State Executive Law 
and related rules and regulations. 
 
Key MWBE Program components include: the certification of eligible firms, the utilization of such 
firms in State contracts to meet specified goals, and the implementation of a robust compliance 
program to ensure State agencies and authorities meet goals, and the provision of training and 
technical assistance to certified firms to support their growth. 

WORK PERFORMED: 
Duties include, but are not limited to: 
 

 Investigate and develop recommendations of the legitimacy of application from minority-
and/or women-owned businesses; 

 Assemble assigned file and case documents, including communicating with applicants to 
request additional documentation; 

 Conduct on-site interviews of applicants state-wide; 

 Prepare desk audit reports based on review and analysis of application and supporting 
documents;  

 Prepare final reports focusing on issues of ownership and operational and managerial control 
and develop conclusions relative to applicant’s eligibility for MWBE status; 

 Prepare program’s position statement for appeals and participate in appeal hearings on behalf 
of program; 

 Counsel applicants on business strategies related to program; 

 Advise business owners on how to access state, local and other governmental entities for 
bidding and contracting opportunities; 

 Represent program at events and workshops, including providing information at exhibitor 
tables, and presenting live and videotaped training sessions; 

 Collaborate as needed to make recommendations to create efficiency in operational processes 
and program policies; and 

 Provide input in special projects as needed and directed by Director of Certification Operations 
and Executive Director. 

MINIMUM REQUIREMENTS: 
Four years of experience in contract compliance, licensing/certification, affirmative action, or 
minority and/or women-owned business enterprise programs in the public, private, or volunteer 
sectors, or similar relevant experience involving minority or women or a disadvantaged population.  
Graduate and undergraduate credits may be substituted for experience on the basis of 30 credit 
hours for each six months of experience, not to exceed two years of experience. 
 
APPROXIMATE HIRING SALARY: $53,000 
 
INQUIRE: Maria Gately, HR Manager, Human Resources 
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 

mailto:Resumes@esd.ny.gov

