
TOWN OF SURFSIDE

MULTIMEDIA COMMUNICATIONS SPECIALIST

DEPARTMENT: COMMUNITY SERVICES AND PUBLIC COMMUNICATIONS EXEMPT

GENERAL DESCRIPTION:

Under the administrative direction of the Community Services and Public Communications
Director, performs specialized work, coordinates, implements and manages a variety of special
communications projects and programs within the Town and across departments to ensure a
cohesive communications program for internal and external audiences.

This position assists with branding, marketing and creative work to further the Town's initiatives,
including sustainability and resiliency efforts, tourism and other Town projects. The multimedia
communications specialist must have video editing and graphic design skills, as well as excellent
writing ability.

ESSENTIAL JOB FUNCTIONS:

1. Assists with writing and production of Town e-blasts using email marketing platforms
similar to MailChimp.

2. Assists with preparation and design of the printed monthly Town Gazette.
3. Generates various complex and specialized correspondence, articles, memos,

agendas, orders, reports, forms, manuals, or other relevant promotional materials.
4. Coordinates video projects, including production and editing.
5. Serve as the Town graphic designer, as needed, creating infographics, flyers and

social media collateral.
6. Conducts citizen satisfaction surveys as directed.
7. Assists with the implementation and roll outofcommunications and marketing plans.
8. Assists with requests from visitors, the community, businesses and general public by

evaluating and ensuring appropriate assistance.
9. Identifies opportunities to collaborate with other municipal partners. Serves as

conduit/coordinator between neighboring municipalities.
10. Attends important conferences, workshops, and meetings as a Town representative

to report back to the Town and assist with adopting best practices, etc.
11. Assists with reviewing and evaluating proposals for new programs and services.
12. Performs other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed.
Employees will be required to perform other job-related marginal duties as required.)






