MAYOR’S OFFICE OF MINORITY & WOMEN-OWNED

BUSINESS DEVELOPMENT

POSITION DESCRIPTION

BUSINESS DEVELOPMENT MANAGER


· Represents the Mayor’s Office of Minority & Women-Owned Business Development (MWBD) at various business organizations, associations, community groups, and other organizations operating in Baltimore City.

· Assist MBE & WBE businesses with identifying contract opportunities, business development activities, employment resources, and education/training seminars. 

· Troubleshoot and resolve issues on behalf of the business owner related as it relates to contract administration, compliance, consent decree, sole source contracts, sub-contractor payments, and waivers (in conjunction with the Minority & Women Business Opportunity Office - MWBOO).

· Identify businesses in the growth or emerging stage that are not certified & assist them with getting certification with assistance of the Small Business Resource Center (SBRC) & The Minority & Women-Owned Business Opportunities Office (MWBOO).

· Identify companies that are able to expand and/or grow their business in a certain industry sector market area where the City has a void or low numbers of Minority & Women-Owned businesses. 

· Identify and/or create new opportunities for business owners to increase their business capacity in a new industry sector market.

· Identify businesses outside of the Baltimore City market area that are able & willing to locate, relocate, and/or expand their company within the city limits. 

· Review and advise the MWBD Director on existing city polices, procedures, or practices that impact (positively or negatively) the MBE’s & WBE’s ability to successfully compete on city contract. 
· Meet with business owners by appointment in the office or at the business owner’s office. 
· Assist business owners in securing outstanding payments for them with City Agencies (in conjunction with MWBOO). 

· Attend business meetings based on invitations or as requested by the Director.

· Assist business owners in obtaining their MBE Certification (in conjunction w/SBRC & MWBOO).

