
Business Advisor (Educational Program Administrator) 

JOB SUMMARY 

The Connecticut Small Business Development Center (CTSBDC) is seeking a full-time Business 

Advisor (Educational Program Administrator). The incumbent will report to the Associate 

Director or State Director and will provide counseling and advising on marketing, digital 

marketing, e-commerce, sales strategies, access to capital, management, human resources and 

starting a business, directly through 1:1 advising and through training programs, to small 

business owners and entrepreneurs.  A second assignment overlay may be geographic in nature, 

to assure a balance of CTSBDC services.  

We anticipate that the position could be based in the towns of Waterbury and Bristol, but may 

also be located elsewhere in the state and would be confirmed once an offer is extended to the 

successful candidate. In-state and out-of-state travel, as well as flexible hours, will be required. 

DUTIES AND RESPONSIBILITIES 

Include but are not limited to: 

 Providing technical and management assistance to the small business community via 

traditional on-site visits, online such as Skype, WebEx, GoToMeeting, email, phone, or 

through other management-approved methods of client contact. 

 Providing in-depth counseling and recommending a course of action to owners of small 

businesses or to those about to start a business, in such areas as business model and 

business plan development, marketing and customer acquisition strategies, marketing 

plan, digital strategies, initial, growth and exit financing, financial management, 

assessment of financing options, operational issues, government contracting, entering 

new markets, and general business and related topics with emphasis on a particular area 

of expertise. 

 Maintaining and enhancing their ability and capacity to offer reasoned, logical advice and 

guidance on all matters of starting, building, and sustaining a business including a 

thorough knowledge of business strategy, trends, and best practices. 

 Building, maintaining, and leveraging relationships within the general business 

community and within the financing community. Participating in events and representing 

CTSBDC in lender and other stakeholder meetings, as directed. 

 Conducting community outreach, client development, informational, training programs, 

and other activities to expand CTSBDC’s client base. Assisting in making all necessary 

arrangements for such programs including locating facilities, development or delivering 

training materials or equipment, identifying and securing speakers and participants, and 

following up to assure stated schedules and commitments are met. 

 Working to meet or exceed CTSBDC program operational and performance objectives, 

including responding to client requests within two business days and meeting with a 

client in less than two weeks of the client submitting the initial application. 

 In consultation with the Associate State Director, building and leveraging community and 

stakeholder organizations and relationships in order to achieve programmatic goals and 

advance CTSBDC’s mission. 



 Performing necessary administrative duties such as recording correspondence, progress 

and summary reports, and client session notes in the program’s CRM database; assuring 

the accuracy of client profile data, and assuring all other data required and utilized by 

program funders is collected and maintained. 

 Annually identifying personal professional development initiatives in accordance with 

guidelines determined in conjunction with supervisors, and striving to complete an 

approved professional development plan within the given program year.  Participating in 

ASBDC annual conference and NEPD annual event as determined in conjunction with 

the Director or Associate Director. 

MINIMUM QUALIFICATIONS 

 Bachelor’s degree in business, marketing and communications, psychology, counseling, 

or a related field. 

 At least five years of experience in a business or client service organization serving 

businesses or organizations.  Strong knowledge of general business strategies and 

operations. 

 Demonstrated experience advising on marketing strategy, market research, business 

financial management, operations, and customer acquisition strategies and tactics.  

 Demonstrated ability to understand financial conditions from review of statements and 

other information; ability to analyze business plans. 

 Ability to advise, counsel, and mentor individuals from diverse backgrounds, cultures, 

and economic situations. 

 Ability to plan, conduct, and implement client development and recruitment programs. 

 Demonstrated experience working independently and accurately, taking initiative, 

exercising sound judgment when making decisions, and meeting deadlines. 

 Proven experience contributing to the success of a team and working well with team 

members; experience achieving goals/metrics. 

 Demonstrated proficiency with digital communications, online meeting tools, online 

learning methods, and online research resources. 

 Demonstrated excellent written and verbal communication skills. 

 Willingness and ability to work flexible hours and travel. 

PREFERRED QUALIFICATIONS 

 Master’s degree in Business, Marketing, Communications, or a related field. 

 Demonstrated experience working in marketing or communications and/or e-commerce 

and/or social media marketing. 

 Experience working with web-based client data tracking systems. 

 Experience with preparing and analyzing lending applications or funding proposals. 

APPOINTMENT TERMS 

This is a 12-month, end-dated, annually renewable position with excellent benefits. 

TERMS AND CONDITIONS OF EMPLOYMENT 



Employment at the University of Connecticut is contingent upon the successful candidate’s 

compliance with the University’s Mandatory Workforce COVID-19 Vaccination Policy.  This 

Policy states that all workforce members are required to have or obtain a Covid-19 vaccination 

as a term and condition of employment at UConn, unless an exemption or deferral has been 

approved.  

Employment of the successful candidate is contingent upon the successful completion of a pre-

employment criminal background check. 

TO APPLY 

https://jobs.hr.uconn.edu/en-us/job/495882/business-advisor-educational-program-administrator 

Please apply online at https://hr.uconn.edu/jobs, Staff Positions, Search #495882 to upload 

a resume, cover letter, and contact information for three (3) professional references. 

This job posting is scheduled to be removed at 11:55 p.m. Eastern time on December 7, 2021.  

All employees are subject to adherence to the State Code of Ethics which may be found 

at http://www.ct.gov/ethics/site/default.asp. 

The University of Connecticut is committed to building and supporting a multicultural and diverse 

community of students, faculty and staff. The diversity of students, faculty and staff continues to 

increase, as does the number of honors students, valedictorians and salutatorians who consistently 

make UConn their top choice. More than 100 research centers and institutes serve the University’s 

teaching, research, diversity, and outreach missions, leading to UConn’s ranking as one of the 

nation’s top research universities. UConn’s faculty and staff are the critical link to fostering and 

expanding our vibrant, multicultural and diverse University community. As an Affirmative 

Action/Equal Employment Opportunity employer, UConn encourages applications from women, 

veterans, people with disabilities and members of traditionally underrepresented populations. 

 

https://policy.uconn.edu/2021/08/18/mandatory-workforce-covid-19-vaccination/
https://jobs.hr.uconn.edu/en-us/job/495882/business-advisor-educational-program-administrator
https://hr.uconn.edu/jobs
http://www.ct.gov/ethics/site/default.asp

