TOWN OF SURFSIDE

ASSISTANT TOWN MANAGER / CHIEF FINANCIAL OFFICER
DEPARTMENT: Executive/Finance

EXEMPT

GENERAL DESCRIPTION:

Under the direction ofthe Town Manager serves as the key designee ofthe Town's leadership team. Performs a

variety of professional and administrative work directing, coordinating and overseeing the operative initiatives and
policies. Provides general assistance to the Town Manager. Serves as the Town's chief financial officer performing
professional work in planning, organizing, supervising, and administering all financial functions including
accounting, budgeting, reporting, investing, debt management, banking, treasury management, fixed asset
management, multi-year capital planning, purchasing, internal support, and pension plan support for the Town.
Serves as the Acting Town Manager in the absence of the Town Manager, as directed.
ESSENTIAL JOB FUNCTIONS:

1.

Assists Town Manager in the administration ofthe Town consistent with the Town's goalsand initiatives

2.

ensuring high-quality customer service, professional standards, and quality controls.
Carries out the Town Manager's directives regarding implementation of policies and represents the
Town Manager in resolving problems and conflicts within Town government.

3.

Manages application for the Government Finance Officers Association (GFOA) Certificate of
Achievement for Excellence in Financial Reporting.

4.
5.

Manages application for the GFOA Distinguish Budget Presentation Award.
Manages application for the Public Pension Coordinating Council (PPCC) Award.

6.

Supervises the Finance Department.

7.

Manages the Information Technology division excluding the Town's broadcasting and website/social
media content.

8.
9.
10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.
24.

25.

Develops and maintains a comprehensive accounting and financial management system for the Town
in accordance with generally accepted accounting principles applicable to local government units, the
financial reporting requirements of the State Auditor Generals' office and the Town's Charter.
Oversees the preparation of the Comprehensive Annual Financial Report (CAFR).
Plan, develop, and coordinate preparation of the annual operating budget.
Oversees payroll, risk management, treasury and debt management programs.
Oversees purchasing efforts of the Town through the management of the purchase order process and
oversight of any purchasing support staff.
Coordinates the efforts of the various departments under the Town governmental structure including
assisting with capital project management.
Identify and obtain funding for Town projects.
Attend and assist with the coordination of Town Commission and Budget Advisory Committee meetings
Keeps the Town Manager informed of general Town operations and activities.
Assists with the implementation of the Town Commission's strategies, priorities, and decisions and
recommends adjustments for the efficient operation of the Town government
Demonstrates leadership by advocating for innovation and strategic change and promoting the
development of a diverse and engaged workforce.
Ensures that the Town operating departments work together in an effective manner that results in the
delivery or quality services that are integrated and efficient.
Supervises the completion of various reports required by numerous outside agencies, including
surveys, progress reports and general statistical information.
Assists with contract negotiations, both labor and civil.
Represents Town in local, state and federal relationships as needed.
Assists in identifying legislative priorities.
Assists with the Town's resiliency efforts as needed.
May function in any emergency management role or capacity in the Incident Command System (ICS)
to include, Logistics, Operations, and Planning.

