
TOWN OF SURFSIDE

ASSISTANT TOWN MANAGER, ECONOMIC DEVELOPMENT AND COMMUNITY
SERVICES DIRECTOR

DEPARTMENT: EXECUTIVE EXEMPT

GENERAL DESCRIPTION:

Under the direction of the Town Manager serves as the key designee of the 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.

ESSENTIAL JOB FUNCTIONS:

1. Assists Town Manager in the administration of the Town consistent with the Town's goals and initiatives
ensuring high-quality customer service, professional standards and quality controls.

2. 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. Coordinates the efforts of the various departments under the Town governmental structure.
4. Assist in the preparation of the annual budget and in its presentation to the Town Commission.
5. Submits recommendations to the Town Manager for their discussion and approval concerning the

efficient operation of the Town government.
6. Assists with the coordination of all Town Committee and Boards including the overseeing of the agenda

process and subsequent tasks and timelines. Attends and participates in Town, Boards, Committee,
County and/or State meetings.

7. Keeps the Town Manager informed of general Town operations and activities. From the Town Strategic
Plan, recommends future programs and plans accordingly.

8. Assist with the implementation of the Town Commission's strategies, priorities and decisions.
9. Develops and assist with the implementation of strategic initiatives to support the Town's goal of an

efficientand accountable government and supports the core values of the organization.
10. Demonstrates leadership by advocating for innovation and strategic change and promoting the

development of a diverse and engaged workforce.
11. Receives and discusses problems and complaints concerning Town operations with the taxpayers.

Initiates follow up action and assures completion.
12. Remains informed of cutting edge technologies and advancements in municipal line service delivery

programs.
13. 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.
14. Assists with media relations activities.
15. Assist with contract negotiations, both labor and civil.
16. Evaluates direct reports' performance and directs staff development activities.
17. Represents Town in local, state and federal relationships.
18. Assists with the coordination of grants.
19. Identify legislative priorities.
20. Coordinates municipal/multi-municipal transportation initiatives.
21. Conducts citizen satisfaction surveys.
22. Performs the functions of the Town's Resiliency Officer.
23. Assists with the coordination of Information Technology platforms.
24. Performs other duties as assigned.

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






