
TOWN OF SURFSIDE

RECORDS TECHNICIAN / ASSISTANT TO TOWN CLERK

DEPARTMENT: TOWN CLERK NON-EXEMPT

GENERAL DESCRIPTION:

Coordinates Town records in accordance with state guidelines to ensure proper access,
inspection and disposition of public records. Assists Town Clerk with maintaining and
disposition of town records and provides statutory reports. Provides clerical and administrative
support to the Town Clerk.

ESSENTIAL JOB FUNCTIONS:

1. Coordinates the accessing, reference, retrieval and disposal of public records that must
be maintained for future reference and public request.

2. Maintains town record files on-site and coordinates off-site storage and retrieval functions.
3. Maintains records retention and destruction schedules for both active and inactive records

in accordance with prescribed regulatory standards and prepares destruction reports as
required by law.

4. Performs imaging tasks for various public record documents.
5. Maintains official books of ordinances, resolutions and Commission minutes and packets.
6. Updates Town of Surfside Code Books.
7. Composes departmental correspondence and performs routine clerical and

administrative work
8. Processes incoming and outgoing mail for the department and distributes mail to the

Town Commission.

9. Assists in the preparation and distribution of Town Commission agenda.
10. Sets up Commission Chambers for meetings.
11. Maintains database of Town Boards and Commissions.
12. Provides clerical support to Town Clerk.
13. Maintains Town Clerk's calendar, takes messages.
14. Maintains meeting room calendars.
15. Composes meeting notices and posts on website calendar, performs other website

postings.
16. Prepares purchase orders and check requisitions for the department. Maintains supplies

for the department.
17. Assists with travel arrangements, meetings and conferences for the Town Clerk.

Processes travel related reports and reimbursements.






