
TOWN OF SURFSIDE

ADMINISTRATIVE ASSISTANT

DEPARTMENT: EXECUTIVE NON-EXEMPT

GENERAL DESCRIPTION:

Performs advanced secretarial and administrative work for the Executive department. Work
is performed under the general supervision of the Town Manager and/or designee.

ESSENTIAL JOB FUNCTIONS:

1. Composes departmental correspondence and documents.
2. Conducts research, data collection and analysis of information for use by the Town

Manager.
3. Provides administrative support for any board or committee established as needed.
4. Transcribes and proofreads complex reports. Receives, reviews, and distributes

reports to appropriate staff.
5. Schedules all appointments and meetings for the Town Manager and maintains

appointment calendar which entails continuous contact with the Mayor and
Commission, Department Directors, key staff, individuals / groups in the public/private
sector, to make specific arrangements to accommodate a smooth schedule for the
Town manager.

6. Assists with agenda preparation, collects and provides support materials, coordinates
staff reports and prepares consolidation ofreports for use by the Town Manager.

7. Interacts with elected officials, consultants, Town staff members, and the general
public.

8. Performs clerical duties such as scanning, filing, managing office records and supplies
and assisting in the work of the department.

9. Reviews incoming mail to determine if another department must review prior to Town
Manger's possession; responsible for all outgoing mail from the Town Manager's
office to be distributed, copied, or handled as assigned by the Town Manger.

10. Maintains tickler file for future meetings/correspondence and reviews on a daily basis.
11. Maintains pending system dealing with assignments to the otherdepartments/staff.
12. Answers phone and directs calls.
13. Coordinates the monthly meeting of local municipal city/town/village managers.
14. Coordinates meetings with the Town Manager for individual Town Commissioners for

briefings on relevant items, issues, and Town Commission agenda.
15. Processes accounts payable and reimbursements for the Town Manager and Town

Commission.






