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TOWN OF SURFSIDE

Budget Officer

DEPARTMENT: FINANCE EXEMPT

GENERAL DESCRIPTION:

This is an advanced professional financial position with responsibility for all aspects of Town wide,
multi-fund annual budget development, implementation, monitoring and modification. Additional
responsibilities include development of a 5-year financial forecast, coordination of Town grants and
reporting, budget to actual reporting, revenue development, advanced analytic and policy
development support to all Town Departments, assistance in contract negotiations as requested, and
other related work as assigned. The incumbent will demonstrate and exercise considerable initiative,
judgment, and professional knowledge and experience in fiscal, budgetary, and general public policy
management analysis. Work is performed under the direction of the Finance Director.

ESSENTIAL JOB FUNCTIONS:

1. Consults with Finance Director to assure that all policy direction and Town Commission
objectives are addressed as well as possible in budgetary resource allocations.

2. Preparation and management of annual budget including developing budget calendar, agenda
items, presentations, application for GFOA Distinguished Budget Presentation Award, and
other documentation as needed.

a. Assembles budget manual, calendar, and budget parameters for presentation to all
departments during Town-wide kickoff.

b. Reviews and assists all departments in preparing budgetary requests and
documentation including funding source.

c. Compiles Town-wide proposed budget document for presentation to the Town
Manager and Town Commission. Drafts multiple allocation center budgets as well as
any other documentation as directed.

d. Develops and presents written and oral presentations for the Town Commission and
others as needed to ensure transparency in the budget development and management
process.

3. Prepares, as needed, budget amendments for Commission consideration.
4. Manages financial management system's budget module and any others as directed and

ensures budgets are loaded.
5. Reviews and recommends issuance of purchase orders as directed.
6. Reviews and approves invoices for payments as directed.
7. Ensures budgetary and operational compliance with all agreements, rules, laws/statutes, Town

code/charter, including website updates as directed.
8. Monitors Legislation and other requirement changes and proposes appropriate response.
9. Reviews and recommends budget transfers/contingency releases through the financial

software system and generates and provides reports as directed.
10. Frequently reads and interprets large volumes of written materials, financial data, technical

materials, Federal, State, County and Town statutes, rules and ordinances.
11. Conducts, as directed, operational audits/productivity reviews of Departments and Divisions

to improve productivity and refine departmental objectives while assisting with performance
measurement development, calculation and reporting.






