Chinatown Partnership LDC:

Job Description 

TITLE: Marketing and Development Manager 

REPORTS TO: Executive Director 

SUPERVISES: Business Liaison, Explore Chinatown campaign 

MISSION AND PURPOSE 

Rooted in an understanding of Chinatown’s special historic, economic and cultural place in New 

York City, the Chinatown Partnership Local Development Corporation conceives, designs, 

implements, manages and facilitates economic development projects that benefit Chinatown 

residents, business owners and property owners, as well as other individuals and organizations in 

the Chinatown community. The Chinatown Partnership operates with an abiding belief in the 

value and importance of collaborative initiatives that encompass all elements of the community, 

including institutional, private and public partners. 

SUMMARY/PRIMARY PURPOSE OF JOB 

Responsible for planning, development and implementation of all the Chinatown Partnership’s 

marketing strategies, communications, sponsor development and public relations activities. The 

Marketing and Development Manager (MDM) will oversee the production of all printed and 

electronic media and promotional events, manage the agency’s website, and develop partnerships 

between the LDC and sponsors. In addition, the Manager will work with the executive team to 

develop and implement a strategy to communicate the mission, programs and accomplishments to 

a broad array of audiences, including foundations, corporations, government, media and local 

stakeholders. 

PRINCIPAL DUTIES AND RESPONSIBILITIES 

Marketing and Communications 

• Develop, implement and measure effectiveness of public relations program and 

marketing activities.

• Ensure consistent communication of organization’s image and position within 

organization and externally to all constituencies 

• Oversee Special Marketing Projects, including Explore Chinatown campaign 

• Supervises production of all print and electronic material, including, brochures, use of 

logo, website content, and more 

• Write and distribute press releases, op-eds and articles 

Sponsor and Partnership Development 

• Lead projects as assigned, such as community events, special events and fundraisers 

• Research and develop project-specific outreach/education programs 

• Identify and cultivate strategic relationships with professional organizations, civic 

groups, and advocacy organizations 

QUALIFICATIONS 

. Superior ability to develop, implement and monitor marketing and communications 

programs. 

. A minimum of seven years experience in marketing, sponsor development and public 

relations, including at least three in a supervisory position 

. Solid organizational and interpersonal skills, demonstrated success creating and managing 

events, ability to collaborate with others 

. Experience in working with the media, advertising, fundraising and/or special events 

. Knowledge of non-profit organization and/or government a plus. 

. M.B.A. or other professional/graduate degree preferred. 

. Proficiency with Microsoft Word and Outlook. Experience with Microsoft PowerPoint and 

Excel a plus. 

SALARY : Commensurate with experience; excellent benefits package. 

APPLICATION DEADLINE: February 22, 2006 

START DATE: March 27, 2006 

TO APPLY: Send a cover letter indicating the position for which you are applying, resume, 

salary history/requirements to: 

LDC Search: Marketing and Development Manager 

Chinatown Partnership LDC 

Via Fax: 212.431.6653 

Via Mail: 
Chinatown Partnership LDC 

Canal Street Station 

PO Box 580 

New York, NY 10013-0580 

Via E-Mail: CPLDC_mdm@yahoo.com 

NO PHONE CALLS PLEASE 

Chinatown Partnership Local Development Corporation is an Equal Opportunity Employer 

=================================================================

Chinatown Partnership LDC:

Job Description 

TITLE: Executive Assistant 

REPORTS TO: Executive Director 

SUPERVISES: Temporary Help or Interns as needed 

MISSION AND PURPOSE: 

Rooted in an understanding of Chinatown’s special historic, economic and cultural place in New York 

City, the Chinatown Partnership Local Development Corporation conceives, designs, implements, 

manages and facilitates economic development projects that benefit Chinatown residents, business owners 

and property owners, as well as other individuals and organizations in the Chinatown community. The 

Chinatown Partnership operates with an abiding belief in the value and importance of collaborative 

initiatives that encompass all elements of the community, including institutional, private and public 

partners. 

SUMMARY/PRIMARY PURPOSE OF JOB: 

The individual in this position assumes lead responsibility for organizing activities, meetings, personal 

contact, travel, records, and communications for non-profit Executive Director and two senior level 

managers. He/she also provides support and assistance to the Board Chair and Executive Director in his/her 

interaction with staff, other members of the Board, constituents, and outside public as needed 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

• Coordinate appointments/meetings/conference logistics and maintain scheduling calendars 

• Answer phones and direct correspondence through proper channels 

• Monitor multiple email accounts and help prepare correspondence 

• Track status on correspondences and projects 

• Update databases and tracking systems for various purposes. 

• Create new electronic and paper filing systems and maintain them as needed 

• Assist with day-to-day financial recordkeeping as needed (i.e. petty cash payments, expense 

reports and reconciliations) 

• Research information using internet and other resources. 

• Facilitate communication with the Board of Directors and select Board committees (this includes: 

taking minutes at Board meetings, maintaining Board and Committee minutes and materials on 

file, maintaining updated databases of Board and Committee contact information and handle 

RSVPs and setup for meetings). 

• Other tasks as necessary 

QUALIFICATIONS: 

• A minimum of three years experience in similar position supporting senior executive within a 

professional office environment. 

• Very organized and detail oriented with proven ability to follow precise directions 

• Ability to keep track of multiple diverse tasks and deadlines and balance shifting priorities. 

• Team player who can interact well with wide-ranging individuals from a variety of social, ethnic, 

and organizational backgrounds 

• Strong interpersonal and verbal/written communication skills. Pleasant and professional phone 

manner 

• Proficiency in Microsoft Word and Excel and operational knowledge of basic office equipment 

and technology (e.g. copiers, fax machines, phone systems, scanners, computers, etc.) 

• Good spelling and typing skills and computer literacy 

• Chinese language ability (spoken and written) preferred 

• A.A. or B.A. degree preferred 

SALARY: Mid/upper-30’s to 40K; excellent benefits package (after 3 month probationary period). 

APPLICATION DEADLINE: February 22, 2006 

START DATE: March 13, 2006 

TO APPLY: Send a cover letter indicating the position for which you are applying, resume, salary 

history/requirements to: 

LDC Search: Executive Assistant 

Chinatown Partnership LDC 

Via Fax: 212.431.6653 

Via Mail: 
Chinatown Partnership LDC 

Canal Street Station 

PO Box 580 

New York, NY 10013-0580 

Via E-Mail: CPLDC_ea@yahoo.com 

NO PHONE CALLS PLEASE 

Chinatown Partnership Local Development Corporation is an Equal Opportunity Employer 

=================================================================
Chinatown Partnership LDC:

Job Description 

TITLE: Office Manager 

REPORTS TO: Programs and Projects Manager 

SUPERVISES: Consultants, Interns, Temps, Clerical Staff as needed 

MISSION AND PURPOSE: 

Rooted in an understanding of Chinatown’s special historic, economic and cultural place in New York 

City, the Chinatown Partnership Local Development Corporation conceives, designs, implements, 

manages and facilitates economic development projects that benefit Chinatown residents, business owners 

and property owners, as well as other individuals and organizations in the Chinatown community. The 

Chinatown Partnership operates with an abiding belief in the value and importance of collaborative 

initiatives that encompass all elements of the community, including institutional, private and public 

partners. 

SUMMARY/PRIMARY PURPOSE OF JOB: 

This individual is responsible for managing day-to-day issues and operations related to administrative 

support services for a newly established, non-profit organization. Working with the Programs and Projects 

Manager, he/she will help develop, implement, and maintain policies and systems in the areas of office 

operations, human resources/personnel, finance, technology and facilities upkeep. 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 

• Ensure the overall smooth operation of the office and the well-being of its employees 

• Manage and sustain basic administrative support services including: 

o Manage internal routing systems for mail, phone, and email communication 

o Supervise space planning and internal office moves and renovations 

o Oversee proper and timely maintenance and repair of office equipment (e.g. copiers, fax 

machines, computers, scanners, printers, etc.) 

o Interact with building management to address building services issues such as HVAC, 

electrical, plumbing, elevator and security 

o Prepare manuals and other materials describing procedures and standards 

o Maintain proper document filing systems for all programs and divisions 

o Coordinate the purchase order process and negotiate contracts for all office supplies, 

furniture, equipment and administrative/maintenance services 

o Monitor contracts for office equipment and support services (e.g. cleaning, temporary 

help, messengers, duplication/printing, etc.) 

• Serve as human resource information and support manager for staff 

o Assist with coordination of payroll and benefits administration 

o Organize necessary staff development sessions and training in office technology 

o Update employee files as needed 

o Direct enrollment processes and follow up or direct employee concerns and questions 

• Implement and upkeep organizational technology in close consultation with computer consultant 

QUALIFICATIONS: 

• 3-5 years experience in similar position at a professional office environment. 

• Very organized and detail oriented with proven ability to follow precise directions 

• Ability to keep track of multiple diverse tasks and deadlines and balance shifting priorities. 

• Team player who can interact well with wide-ranging individuals from a variety of social, ethnic, 

and organizational backgrounds 

• Familiarity with a variety of basic office machines, systems, computer hardware/software 

• Strong computer literacy with proficiency in standard office software such as Microsoft Word, 

Excel, Outlook, Power Point, Access, and Quickbooks Pro. 

• B.A. degree preferred 

SALARY: Mid/upper-40s to 50K; excellent benefits package (after 3 month probationary period) 

APPLICATION DEADLINE: February 22, 2006 

START DATE: March 13, 2006 

TO APPLY: Send a cover letter indicating the position for which you are applying, resume, salary 

history/requirements to: 

LDC Search: Office Manager 

Chinatown Partnership LDC 

Via Fax: 212.431.6653 

Via Mail: 
Chinatown Partnership LDC 

Canal Street Station 

PO Box 580 

New York, NY 10013-0580 

Via E-Mail: CPLDC_om@yahoo.com 

NO PHONE CALLS PLEASE 

Chinatown Partnership Local Development Corporation is an Equal Opportunity Employer 

=================================================================
Chinatown Partnership LDC:

Job Description 

TITLE: Programs and Projects Manager 

REPORTS TO: Executive Director 

SUPERVISES: Fiscal Manager, Office Manager, Accounting and Bookkeeping consultants, 

Project staff and consultants as needed 

MISSION AND PURPOSE 

Rooted in an understanding of Chinatown’s special historic, economic and cultural place in New York 

City, the Chinatown Partnership Local Development Corporation conceives, designs, implements, 

manages and facilitates economic development projects that benefit Chinatown residents, business owners 

and property owners, as well as other individuals and organizations in the Chinatown community. The 

Chinatown Partnership operates with an abiding belief in the value and importance of collaborative 

initiatives that encompass all elements of the community, including institutional, private and public 

partners. 

SUMMARY/PRIMARY PURPOSE OF JOB 

Reporting to the Executive Director, the Programs and Projects Manager (PPM) is a key member of the 

LDC’s senior management team. The principal responsibilities of the PPM are supervising the financial, 

administrative, information and technology activities, and managing the LDC’s short-term economic 

development projects. 

PRINCIPAL DUTIES AND RESPONSIBILITIES 

Strategic Planning 

. Work with the Executive Director and Senior Staff in strategic planning efforts to ensure the fiscal 

and operational health and stability of the LDC, identify new initiatives to improve the local business 

conditions, and meet the changing needs of the LDC’s constituencies. 

. Work with the Executive Director, other senior level managers, and key administrative/operations 

staff to develop annual operating budgets, as well as long-range, capital and other special budgets, as 

required. 

Administration and Operations 

. Create, supervise and improve internal operations and administrative systems for the LDC to ensure 

maximal use of resources 

. Supervise administration, personnel, and management information systems to ensure internal and 

external effective communications, increase productivity, and attract and retain a qualified and 

talented workforce. 

. Oversee human resource/personnel matters (e.g. recruitment, evaluation, policies, benefits, salaries, 

records, training, etc.). 

. Supervise operations of LDC facilities, including all contracts/assets related to facilities (buildings, 

grounds, vendors, etc.), and information technology; resolve day-to-day issues, as necessary. 

Program 

. Assist Executive Director in working with LDC Managers to define program strategies, tactics and 

outcomes; develop work plans and budgets; monitor progress; and resolve day-to-day issues. 

. Work with Fiscal Manager to implement systems to track and monitor compliance on all government 

contracts and corporate and foundation grant agreements. 

QUALIFICATIONS 

. Superior ability to develop, implement and monitor programs and operations on an organization-wide 

level. 

. A minimum of seven years experience in operations, finance, public policy, planning or a related 

field, including at least five years as a manager. Understanding of nonprofit management and 

governance preferred. 

. Solid organizational skills, demonstrated success supervising staff, ability to collaborate with 

executives and volunteer leaders. 

. Experience in financial analysis and management, accounting, budget development, control and 

reporting, and internal controls. 

. Knowledge of human resources and information technology systems, policies and practices. 

. Knowledge of community development and/or civil rights advocacy organizations a plus. 

. Excellent communications and interpersonal skills. 

. M.B.A. or other professional/graduate degree required. 

. Proficiency with Microsoft Word, Excel, and Outlook. Experience with Microsoft Access and 

PowerPoint and QuickBooks Pro. 

SALARY: Commensurate with experience; excellent benefits package. 

APPLICATION DEADLINE: February 22, 2006 

START DATE: March 27, 2006 

TO APPLY: Send a cover letter indicating the position for which you are applying, resume, salary 

history/requirements to: 

LDC Search: Programs and Project Manager 

Chinatown Partnership LDC 

Via Fax: 212.431.6653 

Via Mail: 
Chinatown Partnership LDC 

Canal Street Station 

PO Box 580 

New York, NY 10013-0580 

Via E-Mail: CPLDC_prm@yahoo.com 

NO PHONE CALLS PLEASE 

Chinatown Partnership Local Development Corporation is an Equal Opportunity Employer 

=================================================================
THE CHINATOWN PARTNERSHIP LOCAL DEVELOPMENT CORPORATION JOB VACANCY NOTICE 

EMPLOYER: Chinatown Partnership Local Development Corporation 

OFFICE TITLE: Communication & Outreach Manager 

OFFICE LOCATION: 150 Lafayette Street, New York, NY 10013 

PROGRAM/WORK UNIT: Chinatown Partnership Clean Streets Program 

WORK LOCATION: Greater Chinatown Area 

EMPLOYER DESCRIPTION: 

The New York City Department of Small Business Services (SBS) in collaborative partnership with the 

New York City Economic Development Corporation (EDC) and the Chinatown Partnership Local 

Development Corporation (LDC), under a grant from the Lower Manhattan Development Corporation 

(LMDC), establish, administer and manage a comprehensive, multiyear Clean Streets program for the 

Chinatown neighborhood. SBS supports the formation, growth and expansion of the City’s small 

businesses by providing business assistance, fostering neighborhood development and promoting 

financial and economic opportunity. The Chinatown LDC is a nonprofit, community-wide organization 

that seeks to address key community issues and concerns, identify economic development projects that 

will become assets to the entire Chinatown community, and improve the economic health and vitality of 

Chinatown. 

PROGRAM DESCRIPTION 

The Clean Streets Program will be in addition to and not in replacement of existing sanitation services 

provided by the City of New York. The supplemental maintenance and cleaning services may include, 

but will not be limited to manual and mechanical sweeping and power-pressure washing of sidewalks 

and curbs, emptying and bagging of pedestrian trash receptacles, regular placement of bagged 

litter/sweepings to designated collection locations; cleaning of graffiti from street furniture including 

light poles, mail boxes and signposts; regular removal of illegal posters and stickers; snow removal at 

bus stops and curbs used as pedestrian crossings; and maintenance of street trees and tree pits. Two 

shifts of uniformed workers are anticipated to work between 7 a.m. and 11 p.m. seven days a week. 

JOB DESCRIPTION 

Under the supervision of the Executive Director for Chinatown Partnership LDC, with latitude to 

exercise independent judgment, the Communication/Outreach Manager will be responsible for 

developing and implementing communication and pubic relations strategies that promote the benefits 

of the Clean Streets Program, and positive results of an effective public/private partnership. Through 

effective communication, the Manager will build and maintain positive relationships with local 

residents, business and property owners, government and community-based organizations. Specific 

responsibilities include the following: 

• Develop and implement a community outreach and education program that will provide a 

comprehensive, professionally conducted, step-by-step educational and outreach campaign to 

inform local business owners, merchants, property owners , residents, and workers on the 

significant economic and community benefits o f the Clean Streets Program; and benefits of 

an effective public/private partnership that can provide a steady, reliable stream of future 

revenues, ability to respond quickly to changing needs of the business community, and the 

provision of supplemental services and improvements for Chinatown business and property 

owners, residents, tourists, and workers. 
• Manage ongoing communication and relationships with local press and media, and promote 

Chinatown to media, tourists and visitors. Communication tasks may include writing press 

releases and LDC news, collaborating with LDC website designer on website content and 

layout. 

• Assist in the creation, design and distribution of LDC promotional materials such as 

brochures, marketing reports, videos, and other promotional plans and materials. 

• Represent as appropriate, the LDC and the Clean Street Program at press events, public 

meetings, special events at the request of government, civic groups, community boards, 

locally elected officials interested in the neighborhood development of Chinatown. 

• Assist the LDC Executive Director in managing public relations and maintain an up-to-date 

list of media contacts and work to obtain positive exposure of Chinatown in both local and 

regional media outlets. 

• Conceptualize and concretize communication and public relations and outreach initiatives, 

and action plans to promote Chinatown businesses and Chinatown as a destination for 

tourists. 

• Design, develop and distribute a LDC and Clean Streets Program newsletter and LDC Annual 

Activity Report. 

• Prepare materials such as PowerPoint presentation materials for effective communication on 

positive program results. 

PREFERRED SKILLS 

• Candidate must be proficient in reading, speaking and writing Chinese in order to 

better communicate with the Chinatown population and businesses 

• Experience in speechwriting and media relations a must 

• Work history in communication and/or public relations 

• Strong communication and interpersonal skills and the ability to liaise with SBS Senior 

Management as well as other Agencies and Chinatown Partnership Board, Executive Director and 

staff 

• Proficient in MS Excel, Word and PowerPoint 

• Knowledge of communication and public relations concepts, principles and practices, and 

familiarity with graphic design, publishing and/or website software 

QUALIFICATION REQUIREMENTS 

1. A master's degree from an accredited college in communication, public relations, journalism, 

liberal arts, marketing, business or public administration, organizational behavior, economic 

development, political science, or a closely related field, and one year of satisfactory full-time 

professional experience in one or a combination of the following: working with a large public or 

private concern in communication, journalism, public relations, program administration, and/or 

special events management, economic administration; in management or program evaluation; in 

public administration, program planning/administration, economic planning, or in a related 

area. 

2. A baccalaureate degree from an accredited college and three years of satisfactory full-time 

professional experience in the areas described in "1" above. 
TO APPLY FOR CONSIDERATION, PLEASE SUBMIT A RESUME AND COVER LETTER TO: 

Department of Small Business Services 

Donald Jackson 

Executive Director, Human Resources 

110 William Street-8th Floor 

New York, New York 10038 

e-mail: sbsjobs.nyc.gov 
=================================================================
THE CHINATOWN PARTNERSHIP LOCAL DEVELOPMENT CORPORATION  JOB VACANCY NOTICE 

EMPLOYER: Chinatown Partnership Local Development Corporation 

OFFICE TITLE: Communication & Outreach Manager 

OFFICE LOCATION: 150 Lafayette Street, New York, NY 10013 

PROGRAM/WORK UNIT: Chinatown Partnership Clean Streets Program 

WORK LOCATION: Greater Chinatown Area 

EMPLOYER DESCRIPTION: 

The New York City Department of Small Business Services (SBS) in collaborative partnership with the 

New York City Economic Development Corporation (EDC) and the Chinatown Partnership Local 

Development Corporation (LDC), under a grant from the Lower Manhattan Development Corporation 

(LMDC), establish, administer and manage a comprehensive, multiyear Clean Streets program for the 

Chinatown neighborhood. SBS supports the formation, growth and expansion of the City’s small 

businesses by providing business assistance, fostering neighborhood development and promoting 

financial and economic opportunity. The Chinatown LDC is a nonprofit, community-wide organization 

that seeks to address key community issues and concerns, identify economic development projects that 

will become assets to the entire Chinatown community, and improve the economic health and vitality of 

Chinatown. 

PROGRAM DESCRIPTION 

The Clean Streets Program will be in addition to and not in replacement of existing sanitation services 

provided by the City of New York. The supplemental maintenance and cleaning services may include, 

but will not be limited to manual and mechanical sweeping and power-pressure washing of sidewalks 

and curbs, emptying and bagging of pedestrian trash receptacles, regular placement of bagged 

litter/sweepings to designated collection locations; cleaning of graffiti from street furniture including 

light poles, mail boxes and signposts; regular removal of illegal posters and stickers; snow removal at 

bus stops and curbs used as pedestrian crossings; and maintenance of street trees and tree pits. Two 

shifts of uniformed workers are anticipated to work between 7 a.m. and 11 p.m. seven days a week. 

JOB DESCRIPTION 

Under the supervision of the Executive Director for Chinatown Partnership LDC, with latitude to 

exercise independent judgment, the Communication/Outreach Manager will be responsible for 

developing and implementing communication and pubic relations strategies that promote the benefits 

of the Clean Streets Program, and positive results of an effective public/private partnership. Through 

effective communication, the Manager will build and maintain positive relationships with local 

residents, business and property owners, government and community-based organizations. Specific 

responsibilities include the following: 

• Develop and implement a community outreach and education program that will provide a 

comprehensive, professionally conducted, step-by-step educational and outreach campaign to 

inform local business owners, merchants, property owners , residents, and workers on the 

significant economic and community benefits o f the Clean Streets Program; and benefits of 

an effective public/private partnership that can provide a steady, reliable stream of future 

revenues, ability to respond quickly to changing needs of the business community, and the 

provision of supplemental services and improvements for Chinatown business and property 

owners, residents, tourists, and workers. 

• Manage ongoing communication and relationships with local press and media, and promote 

Chinatown to media, tourists and visitors. Communication tasks may include writing press 

releases and LDC news, collaborating with LDC website designer on website content and 

layout. 

• Assist in the creation, design and distribution of LDC promotional materials such as 

brochures, marketing reports, videos, and other promotional plans and materials. 

• Represent as appropriate, the LDC and the Clean Street Program at press events, public 

meetings, special events at the request of government, civic groups, community boards, 

locally elected officials interested in the neighborhood development of Chinatown. 

• Assist the LDC Executive Director in managing public relations and maintain an up-to-date 

list of media contacts and work to obtain positive exposure of Chinatown in both local and 

regional media outlets. 

• Conceptualize and concretize communication and public relations and outreach initiatives, 

and action plans to promote Chinatown businesses and Chinatown as a destination for 

tourists. 

• Design, develop and distribute a LDC and Clean Streets Program newsletter and LDC Annual 

Activity Report. 

• Prepare materials such as PowerPoint presentation materials for effective communication on 

positive program results. 

PREFERRED SKILLS 

• Candidate must be proficient in reading, speaking and writing Chinese in order to 

better communicate with the Chinatown population and businesses 

• Experience in speechwriting and media relations a must 

• Work history in communication and/or public relations 

• Strong communication and interpersonal skills and the ability to liaise with SBS Senior 

Management as well as other Agencies and Chinatown Partnership Board, Executive Director and 

staff 

• Proficient in MS Excel, Word and PowerPoint 

• Knowledge of communication and public relations concepts, principles and practices, and 

familiarity with graphic design, publishing and/or website software 

QUALIFICATION REQUIREMENTS 

1. A master's degree from an accredited college in communication, public relations, journalism, 

liberal arts, marketing, business or public administration, organizational behavior, economic 

development, political science, or a closely related field, and one year of satisfactory full-time 

professional experience in one or a combination of the following: working with a large public or 

private concern in communication, journalism, public relations, program administration, and/or 

special events management, economic administration; in management or program evaluation; in 

public administration, program planning/administration, economic planning, or in a related 

area. 

2. A baccalaureate degree from an accredited college and three years of satisfactory full-time 

professional experience in the areas described in "1" above. 
TO APPLY FOR CONSIDERATION, PLEASE SUBMIT A RESUME AND COVER LETTER TO: 

Department of Small Business Services 

Donald Jackson 

Executive Director, Human Resources 

110 William Street-8th Floor 

New York, New York 10038 

e-mail: sbsjobs.nyc.gov 
=================================================================

THE CHINATOWN PARTNERSHIP LOCAL DEVELOPMENT CORPORATION JOB VACANCY NOTICE 

EMPLOYER: Chinatown Partnership Local Development Corporation 

OFFICE TITLE: Director of Operations 

OFFICE LOCATION: 150 Lafayette Street, New York, NY 10013 

PROGRAM/WORK UNIT: Chinatown Partnership Clean Streets Program 

WORK LOCATION: Greater Chinatown Area 

EMPLOYER DESCRIPTION: 

The New York City Department of Small Business Services (SBS) in collaborative partnership with the 

New York City Economic Development Corporation (EDC) and the Chinatown Partnership Local 

Development Corporation (LDC), under a grant from the Lower Manhattan Development Corporation 

(LMDC), establish, administer and manage a comprehensive, multiyear Clean Streets program for the 

Chinatown neighborhood. SBS supports the formation, growth and expansion of the City’s small 

businesses by providing business assistance, fostering neighborhood development and promoting 

financial and economic opportunity. The Chinatown LDC is a nonprofit, community-wide organization 

that seeks to address key community issues and concerns, identify economic development projects that 

will become assets to the entire Chinatown community, and improve the economic health and vitality of 

Chinatown. 

PROGRAM DESCRIPTION: 

The Clean Streets Program will be in addition to and not in replacement of existing sanitation

services provided by the City of New York. The supplemental maintenance and cleaning services 

may include, but will not be limited to manual and mechanical sweeping and power-pressure 

washing of sidewalks and curbs, emptying and bagging of pedestrian trash receptacles, regular 

placement of bagged litter/sweepings to designated collection locations; cleaning of graffiti from 

street furniture including light poles, mail boxes and signposts; regular removal of illegal posters 

and stickers; snow removal at bus stops and curbs used as pedestrian crossings; and maintenance 

of street trees and tree pits. Two shifts of uniformed workers are anticipated to work between 7 

a.m. and 11 p.m. seven days a week. 

JOB DESCRIPTION: 

Under the direction of the Executive Director for Chinatown Partnership LDC, with latitude to exercise 

independent judgment, serves as the LDC Director of Operations with responsibility for successful 

implementation of the Clean Streets Program. The Operations Director will be responsible for 

overseeing the cleaning and maintenance work of uniformed workers as well as the successful delivery 

of maintenance and supplemental cleaning services by the Maintenance Contractor. Specific 

responsibilities include the following: 

• Manage the day-to-day delivery of maintenance and supplemental cleaning services, and 

provide guidance and close supervision of maintenance supervisors and workers. 

• Coordinate, prepare, implement and develop a street level conditions tracking program with 

assistance from and in cooperation with the Fund for the City of New York. Prepare regular 

and detailed street conditions updates for SBS Assistant Commissioner and LDC Executive 

Director as required. Communicate and coordinate reporting, and advocate for satisfactory, 

effective provision of services and/or resolution of issues with relevant City agencies, and 

achieve improvements of identified street conditions needing attention and/or repair. 

• Develop and implement a Chinatown Dirty Dozen Scorecard to provide intensive attention 

and service to the dozen dirtiest sidewalks in the Chinatown Service Area. Conduct bi-weekly 

follow-ups to evaluate effectiveness and performance of supplemental cleaning services to 

ensure achievement of desired outcome. Perform analyses and synthesize cleanliness 

information in order to communicate status, progress, deliverables and resource 

requirements of the Dirty Dozen Scorecard program. 

• Monitor and oversee much of service delivery of the Maintenance Contractor pursuant to the 

terms and conditions of the Maintenance/Supplemental Cleaning Contract to assure 

compliance. 

• Assist in the creation, coordination and distribution of operational and management 

reporting system as may be required by LMDC Subrecipient Agreement. 

• Conceptualize and concretize initiatives, and action plans to enhance maintenance and 

supplemental cleaning service delivery. 

• Design, develop and implement organizational structures to keep track of staffing patterns, 

and ensure consistency between cleanliness outcome goals and optimal work assignments for 

improved Clean Streets Program. 

• Prepare materials such as detailed program implementation plans, as well as presentation 

materials for effective communication and reporting for SBS and LDC Board of Directors on 

programmatic plans, work outcomes and program results. 

PREFERRED SKILLS 

• Multi-lingual in order to better reflect the Chinatown community 

• Strong communication and interpersonal skills and the ability to liaise with SBS Senior 

• Management as well as other Agency and Chinatown Partnership Board, Executive 

Director and staff 

• Proficient in MS Excel, Word and PowerPoint 

• Knowledge of project and program management concepts and familiarity with project 

management software 

QUALIFICATION REQUIREMENTS: 

1. A master's degree from an accredited college in economics, finance, accounting, business or 

public administration, human resources management, management science, operations research, 

organizational behavior, statistics, personnel administration, labor relations, human resources 

development, political science, or a closely related field, and one year of satisfactory full-time 

professional experience in one or a combination of the following: working with a large public or 

private concern in program administration, sanitation and/or maintenance program 

management, economic or financial administration; in management or methods analysis, 

operations research, organizational research or program evaluation; in personnel or public 

administration, personnel relations, staff development, employment program 

planning/administration, economic planning, social services program planning/evaluation, or in 

a related area. 

2. A baccalaureate degree from an accredited college and ten (10) years of satisfactory full-time 

professional experience in the areas described in "1" above. 

TO APPLY FOR CONSIDERATION, PLEASE SUBMIT A RESUME AND COVER LETTER TO: 

Department of Small Business Services

Donald Jackson 

Executive Director, Human Resources 

110 William Street-8th Floor 

New York, New York 10038 

e-mail: sbsjobs@sbs.nyc.gov 

