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CLASS: Associate Small Business Officer   

NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Evaluates complex Small Business (SB) and Disabled Veteran Business Enterprise (DVBE) Certification applications (e.g., electronic or paper), records, and documents relative to the firms’ structure and operations to determine if applicants meet relevant eligibility requirements using computer software programs, various policies and procedures, regulations and codes, and other State government website information under the direction of the Unit Manager.

	2. 
	Analyzes SB and DVBE Certification applications, records, and documents to determine if applicants meet relevant eligibility requirements using computer software programs, various policies and procedures, regulations and codes, and other State government website information under the direction of the Unit Manager.

	3. 
	Compares application data with supporting documents in order to verify its accuracy using website information, and prior applications and supporting documents under the direction of the Unit Manager.

	4. 
	Enters applicants’ application into computer system to calculate SB and /or DVBE eligibility using software program, policies and procedures, and/or calculator under the direction of the Unit Manager.

	5. 
	Enters applicants’, and any affiliates’, tax returns gross annual receipts into computer system to calculate small business eligibility using software program, policies and procedures, and/or calculator under the direction of the Unit Manager.

	6. 
	Reviews applicants’ tax returns and financial documents to verify small business eligibility using various software programs, policies and procedures, regulations and codes, and calculators under the direction of the Unit Manager.

	7. 
	Enters applicants’, and any affiliates’, number of employees into computer system from application and employment documents (e.g., DE 6 employee records) to determine SB certification eligibility using a calculator under the direction of the Unit Manager.

	8. 
	Communicates with applicants by telephone, email, fax, and in writing to obtain information or clarify facts to support their application using computer software programs under the direction of the Unit Manager.   

	9. 
	Confers with fellow associates and management as needed to ensure accuracy of decision making using verbal communication under the direction of the Unit Manager

	10. 
	Determines eligibility and approves or disallows certification to create appropriate correspondence using application, support documents and computer systems, etc. under the direction of the Unit Manager

	11. 
	Prepares correspondence to inform applicants of decisions made and appeal rights using computer under direction of the Unit Manager

	12. 
	Communicates Small Business (SB) and Disabled Veteran Business Enterprise (DVBE) certification benefits and requirements to the business community, local organizations and State entities to promote State, Local and Federal procurement activities using telephone, email, in person and DGS website under the direction of the Unit Manager,

	13. 
	Communicates general State bid and contract procedures to Small and Disabled Veteran businesses, the business community, local organizations and State entities to promote compliance with State procurement activities using telephone, email, in person and DGS website under the direction of the Unit Manager,

	14. 
	Conducts highly technical, detailed audits to determine certified firms’ continued eligibility in accordance with statutes, policies and procedures using documents submitted by the firm or others, and computer software programs under the direction of the Unit Manager.

	15. 
	Perform complex special projects, individually or in a team, to support ongoing program development and process improvement using codes and/or regulations, policies, procedures, and websites, etc. under the direction of the Unit Manager.

	16. 
	Represents the office on a limited basis to communicate Small Business (SB) and Disabled Veteran Business Enterprise (DVBE) certification benefits and requirements to the business community, local organizations and State entities to promote State procurement activities in person using various communication devises and DGS website under the direction of the Unit Manager,

	17. 
	Evaluates Non Profit registration applications (e.g., electronic or paper), records, and documents to determine if applicants meet relevant Prompt Payment eligibility requirements using computer software programs, various policies and procedures, regulations and codes, and other State government website information under the direction of the Unit Manager.

	18. 
	Investigates and reports potential abuse in accordance with statutes, policies and procedures for the purpose of exercising appropriate regulatory sanctions and penalties against the applicant using documents submitted by the firm or others, and computer software programs under the direction of the Unit Manager.
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