Department of Commerce

Job Posting
Bilingual Business Services Manager

The Office of Business Services (OBS) is a customer service driven provider of rich information
to business owners. We serve as a concierge service for business owners in the City of
Philadelphia. The Department of Commerce is looking to add two new bilingual Business
Service Managers to the team, one Spanish speaking and one Korean speaking, in order to meet
the needs of businesses in our community.

The role of the Business Service Manager is to support and provide customer friendly service to
businesses that operate within the City of Philadelphia. Each business manager is expected to
take a proactive stance in the territories they service by closely examining and analyzing the
current business culture that exist in their assigned areas.

General Duties of OBS unit staff:

One on One business assistance

Business outreach

Establish and maintain community partnerships

Represent business concerns to other City agencies/departments
Maintain the department database of business contacts and cases

Specific Duties:

e Outreach and communication with Spanish or Korean speaking business owners

e Establish relationships with existing businesses, Business Associations and CDCs to
access and review needs in the area.

e Work closely with other units within Commerce and other City departments, i.e. City
Planning, L&I, PIDC, etc. to assist in implementation of plans for economic development
or to find resolutions for outstanding issues.

e Track the progress of business client services and economic development projects
through Access software/Client Base Management System

e Clearly articulate and identify resources and funding sources for existing and new
businesses in the City of Philadelphia.

e Identify vacant property/lots in territories for possible development for new business or
relocation needs.

e Assess the current business corridors and surrounding community to identify saturated
markets and make suggestions for new businesses for the area.



e Be able to represent the Office of Business Services through public speaking
engagements, presentations, and workshops upon request, in either English or
Spanish/Korean.

e Create a signature event per territory that spurs economic development i.e; workshops,
presentations relevant to goals of business community.

e Provide assistance to incoming callers through the Department’s “Customer Service
Line”

e Contribute to the goals of the Department through creative initiatives that spur economic
growth and community vitality.

Qualifications and Skills:

e Proficiency with multilingual and/or bilingual capacities is required (Spanish and/or
Korean)

e Knowledge of City, State and Federal economic development programs.

e Knowledge of private agencies that service the business community through funding,
technical support and other resources, i.e. banks, CDFIs, Small Business Development
Centers, neighborhood nonprofits, etc.

e 2-5years of experience working with small business owners

Compensation
Salary range is $40-50k. Excellent benefits package.

Other Requirements
Must establish residency in the city of Philadelphia within six months of appointment.
Must have a valid driver’s license from the State of Pennsylvania.

To Apply

Send a cover letter and resume to Maxine Ferguson at Maxine.Ferguson@phila.gov by February
1, 2015. Please use the following subject line on your email: Business Services Manager - [your
last name]. No phone calls please.

The City of Philadelphia is an equal opportunity employer. Employment selection and related decisions are made without regard
to sex, race, age, disability, religion, national origin, color or any protected class.
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