
   

 

Small Business Counselor 
Position Description 

Organization: Westminster Economic Development Initiative, Inc. (WEDI) 
Position Title: Small Business Counselor 
Program Name: Economic Development 
Supervisor: Economic Development Director 
 
Location: Office at 436 Grant Street, Buffalo, NY 14213 with travel to local small businesses. 
Organization Mission: WEDI's mission is to empower economically disadvantaged people in Buffalo, 
New York. 
Organization Overview: Since 2007, WEDI has served the City of Buffalo by tutoring children, building 
and rehabbing housing, and developing businesses through training, microlending, and small business 
incubation/acceleration. We primarily work with refugees, immigrants, and low-income individuals with 
programs and services tailored to these communities. Each year, we have over 250 people interested in 
small business consulting and currently service a loan portfolio consisting of over 75 companies. 
Websites: www.wedibuffalo.org / www.westsidebazaar.com 
Phone Number: 716-393-4088 

____________________________________________________________________________________ 

Position Summary: 
This position is responsible for overall coordination and delivery of WEDI’s business counseling and 

technical assistance for clients with a specific focus on those that operate companies with high-growth or 

operational scaling potential. The essential functions include: (1) maintaining strong customer relationship 

with clients; (2) supporting clients in building business management skills through the provision of 

counseling while also developing and managing a business educational program for them to follow; and 

(3) social impact tracking and reporting. This position reports to the Economic Development Director and 

works closely with WEDI’s Business Technical Assistance Coordinator to meet overall organizational 

objectives and serve the needs of disadvantaged entrepreneurs. 

Primary Purpose and Function: 

 Assist in the coordination of WEDI’s business education program. On an annual basis, guide at 

least 100 clients through the program, assisting them in applying for business financial products 

or in seeking investments, totaling at least $275,000. 

 

Essential Functions and Responsibilities: 

 

 Recruit Buffalo and Western New York-based small business owners interested in accessing 
business training, technical assistance, and business loans; 

 Assess client needs and provide direct business advice and counseling through site visits; 

 Develop action plans for clients to achieve goals, monitor client progress, and document 
outcomes; 

 Assist client in creating cash flow projections and empower them to analyze financials in order to 
provide guidance in making business management decisions; 

 Provide recommendations to the lending and portfolio management team on how loans should be 
structured to fit the specific needs of the business and the borrower; 

 Coordinate systematic and regular collection of clients’ financial statements and other records to 
evaluate impact and effectiveness of WEDI’s lending program; 

http://www.wedibuffalo.org/
http://www.westsidebazar.com/


   

 Collect, track, and enter data in the organization’s database in a timely fashion, as required by 
funders and to ensure WEDI meets it mission; 

 Recruit prospective volunteer business mentors and successfully pair clients with mentors who 
will assist clients in the execution of action plans and other training materials; 

 Connect clients to networking opportunities; 

 Provide Economic Development Director with programmatic adjustment recommendations. 
 

 

Required Qualifications: 

 Bachelor’s Degree or equivalent experience; 

 Two or more years of demonstrated work experience in small business ownership, business 

planning, business development, and/or business counseling; 

 Superior strategic, analytical, and organizational skills; 

 Superior written and verbal cross-cultural communication skills with an emphasis on clarity, 

conciseness, and relevance; 

 Ability to work independently and meet strict deadlines; 

 Ability to communicate effectively and establish and maintain professional relationships with 

individuals of varying social and cultural backgrounds and with co-workers at all levels; 

 Ability to maintain confidentiality. 

 

 

INTERESTED APPLICANTS:  
Please send a resume, cover letter, and salary requirements to Yanush Sanmugaraja, 

jobs@wedibuffalo.org. Compensation will be commensurate with education and experience. WEDI 

includes health insurance with a full-time position. 
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