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SUMMER INTERNSHIP POSITION: 
WORKFORCE DEVELOPMENT, GRADUATE INTERN 

 
Agency Description: 
The New York City Department of Small Business Services (SBS) is a vibrant, client-centered agency whose mission 
is to serve New York’s small businesses, jobseekers and commercial districts.  SBS makes it easier for companies in 
New York City to start, operate, and expand by providing direct assistance to business owners, supporting 
commercial districts, promoting financial and economic opportunity among minority- and women-owned businesses, 
preparing New Yorkers for jobs, and linking employers with a skilled and qualified workforce.  

 
Job Description: 
Approximately 35,000 home care workers are at risk of losing their jobs over the next year due to the lack of a Home 
Health Aide (HHA) certification. New York State recently redesigned Medicare reimbursement and among the 
changes included in the redesign was the requirement that Managed Care Organizations contract to provide home 
health care. It is anticipated that these Managed Care Organizations will require a HHA certification for their home 
health care workers. Thus, it is imperative that as many workers move from the Personal Care Attendant (PCA) 
certification to the HHA certification as quickly as possible.  
 
The Department of Small Business Services is sponsoring a pilot with the City University of New York (CUNY) and the 
1199 Bill Michelson Home Health Fund to provide Home Health Aide Certification training. The Pilot began January 
2013 and is expected to continue through December 2013. This Pilot will provide approximately 1,500 PCA home 
care workers an opportunity to enroll in a free upgrade training and obtain a HHA certification. Classes will take place 
at CUNY Lehman College and CUNY LaGuardia Community College. The summer intern will work closely with CUNY 
and the 1199 Bill Michelson Home Health Fund to coordinate the pilot and report pilot results directly to an Executive 
Director of the SBS Workforce Development Division. 
 
The work will include: 
 

 Managing the number of participants enrolling and completing training by working closely with CUNY and 
1199 

 Analyzing program statistics and recommending improvements based upon efficiencies or economies of scale  
 Spearheading large recruitment events by training and leading staff and volunteers, troubleshooting onsite 

day of event, and analyzing and improving event coordination 
 Participate in and support team meetings, management reporting, and project status updates  
 

Preferred Skills: 
 Excellent organizational skills with the outstanding aptitude to multitask and quickly resolve issues  
 Strong attention to operational details and the ability to document step-by-step processes  
 Excellent communication and interpersonal skills are critical to the succeeding at this position.  
 A high ability with MS Word, Excel, PowerPoint, Visio, Project and Outlook with the ability to deliver flow 

charts, process flows and create presentations 
 Must be able to work both independently and collaboratively in a team environment  
 Exceptional writing skills 

 
Qualifications: 

 The ideal candidate will be working toward a masters degree in business management, public administration, 
or other management-related field 

 Outstanding analytic skills 
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 Strong computer skills (MS Office suite) 
 Comfort working in a fast-paced environment, managing multiple projects simultaneously, and prioritizing 

assignments 
 Experience working with cross-functional teams and diverse groups of people 

 
 
This is a paid internship for the summer. 
 
 
To apply, please email your resume and cover letter including the following subject line: WDD Healthcare - Summer 
Internship to: careers@sbs.nyc.gov  

 
 

NOTE: ONLY THOSE CANDIDATES UNDER CONSIDERATION WILL BE CONTACTED. 
 


