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JOB DESCRIPTION: BUSINESS DEVELOPMENT ADMINISTRATOR (BDA)  
POSITION REQUIREMENTS/RESPONSIBILITIES:  
 
Reports to: Management Personnel  
 
(MTNMP) has created a specific role within its organization that requires this individual to 
possess a unique set of skills, experience, & know how. As a representative of the organization, 
this individual shall interface with internal and external team members to help achieve Company 
goals and objectives.  Demonstration of these unique set of skills is necessary for this role.  
 
The Business Development Administrator (DBA) shall assist the Company’s Business 
Development Division.  The DBA shall provide administrative and coordination support for 
various Company projects and initiatives.  The Business Development Administrator (DBA) shall 
work in close cooperation with designated Management Personnel in the implementation of the 
Company plans, goals, and objectives to drive Company goals and objectives.  
 
The DBA shall perform administrative duties such as organization and management of related 
projects and this includes the formation, schedule filing, file management, and/or dissolution of 
related corporate and/or non-profit entities.  Duties shall include accounting and budgeting in 
Excel as required. Also, updating accounts via QuickBooks accounting. 
 
The DBA role requires general financial knowledge such as budgeting, financial statement 
review and basic preparation using QuickBooks.  This shall include but not limited to general 
research for use in proposals, business plans, pitch decks, and Company marketing materials.   
Minimum work experience should include final year of college up to 5+ years of work experience.  
This is an entry/mid mid-level role with great potential to move into a senior-level role within the 
organization.  Senior-level roles include Company benefits and stock options. 
 
The DBA should be familiar with Word, Excel, & PowerPoint to prepare related project 
documents.  Duties shall include general email correspondence and follow up for project 
management, including scheduling calls/ZOOM Calls where required. Basic event planning 
support and administration is also required.  Coordination of Company events, event details, and 
event materials are essential to this role.  Events include but are not limited to coordinating Pitch 
Deck Meetings, Workshops, Speaking Engagements, Photo Shoots, Video Shoots, and Film & 
Media Production events.  These duties also include organizing related project docs & files such 
as videos, audio, media, proposals, business plans, pitch decks and more. File management in 
Google Drive is sufficient but Virtual Private Network (VPN) administration is a plus. 
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The candidate should have general and/or good knowledge of media and business together as 
an industry and discipline. This combination of knowledge & experience is the combined 
requirement for this role. General media knowledge & experience should include good 
knowledge about media space such as Facebook, Instagram, Twitter, and YouTube.  The 
candidate should have general knowledge about the recent news regarding Mark Zuckerberg 
and his FB Companies facing global regulation.  The impact of (3.5B) FB social media users 
adjusting to new regulation is significant, so regulations will be significant.  
 
General business knowledge & experience should include good knowledge about forming 
corporate entities such as S, C, and LLC, corporate entities, Also, general knowledge about filing 
non-profits is a plus.  General business knowledge and experience should include creating 
budgets for related projects in Excel while updating QuickBooks.  General knowledge about debt 
and equity financing is a plus.  Also, general knowledge of private equity/venture capital and 
Investment Banking is a plus.  
 
The DBA is a remote independent contractor role. On-location requirements are on a project 
basis. The Company operations are between New York, New Jersey, & South Florida.  The CBA 
candidate will be issued a 1099 per their Independent Contractor Agreement. Senior-level roles 
are employee-based roles for the organization and include employee agreements.  Upon 
performance and review, the candidate can apply for a senior-level role in the organization.  
 
The day-to-day duties of the DBA will largely depend on the assigned project objectives. The 
DBA shall perform a wide variety of important tasks, duties, & responsibilities.  
 
The DBA shall be organized with great attention to detail habits.  The DBA shall possess 
excellent communication skills with related technical abilities.  They shall have strong knowledge 
of business and media.  They also understand cost efficiencies and budgetary practices to 
control efficiencies.  They can work flex hours from home or in travel if required.  
 
SEND INQUIRIES TO: info@mtnbizdevelopment.com  
 


