
V r m

TOWN OF SURFSIDE

TOWN CLERK

DEPARTMENT: TOWN CLERK EXEMPT

GENERAL DESCRIPTION:

A supervisory and specialized senior management position, responsible administrative
for all the activities in the Town Clerk's office. Work is performed under the administrative
direction of the Town Manager.

ESSENTIAL JOB FUNCTIONS:

1. Attends all Town Commission meetings, Commission Special Meetings and
Workshops.

2. Provides assistance during the meetings, if needed, with procedural matters,
motions, and vote (s) tabulation (s).

3. Serves as the custodian of public records.
4. Responsible for registering lobbyist, collecting annual renewal fees, and annual

reporting requirements as outlined in the Town Code.
5. Processes and maintains all official Town documents and records; recording of

actions by the Town Commission.
6. Supervises the preparation and indexing of minutes.
7. Coordinates agenda, documents and provision of liaison including scheduling of

commission meetings and public notices.
8. Answers citizens' questions and complaints.
9. Prepares and conducts municipal regular and special elections.
10. Prepares reports and maintains various files. Directs record management

functions. Maintains Town's property files.
11. Supervises Advisory Boards &Committees. Schedules staff support, if needed.
12. Collects and organizes Town records for manageable access when needed.
13. Supervises Office of the Town Clerk staff.
14. Responds to all public information requests.
15. Maintains all Town contracts and agreements.
16. Accesses, inputs and retrieves information from a computer.
17. Attends and conducts bid openings and processes information. Receives bids on

projects and purchases.
18. Supervises and processes all resolutions and ordinances and indexes for same.
19. Prepares Department's annual budget.
20. Receives and processes Town council correspondence, surveys, and notices.
21. Posts all notices according to State Law and meeting agendas as required
22. Assists with Special Master process, if needed.






