
TOWN OF SURFSIDE

DEPUTY CLERK

DEPARTMENT: TOWN CLERK EXEMPT

GENERAL DESCRIPTION:

Performs specialized clerical work for the office ofthe Town Clerk. Assist the Town Ctetk
in developing, planning, organizing and managing the Office ofthe Town Clerk. Work is
performed under the administrative direction of the Town Clerk.

ESSENTIAL JOB FUNCTIONS:

1. Performs specialized secretarial and administrative work as directed by the Town
Clerk.

2. Providesassistance and supporttoTown Boards, Committees and Sub-committee
meetings by assisting with meeting attendance, meeting recording and
transcription of minutes.

3. Attends all Commission meetings.
4. Prepares the Chambers for all Board and Committee Meetings.
5. Prepares Town Boards, Committee and Sub-committee meeting agenda and

materials for distribution with staff liaison collaboration and ensures that all Board
and Committee appointments are updated.

6. Posts Town Boards, Committee, Sub-committee meetings notice pursuant to Ch.
286 F.S. and procedures established by the Office ofthe Town Clerk

7. Disseminates information to Town Boards, Committee and Sub-committee
members and their staff liaison.

8. Maintains and manages all advisory board records.
9. Assists Town Clerk with coordination of agenda documents including scheduling

of Town Commission, Town Board, Committee and Sub-committee meetings.
10. Assists in processing of all lobbyist registrations. Ensures all registrations are

entered in database and are up to date.
11. Assists the Town Clerk in the preparation and administration of the annual

departmental budget.
12. Processes Financial Disclosure Forms and other required forms for Board and

Committee members.
13. Assists the Town Clerk with the management and retention of public records.
14. Assists with responding and tracking of public records requests.
15. Assists with the processing of proposals / bids received in response to public

solicitation.
16. Attends bid openings and processes information.






