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TOWN OF SURFSIDE

CHIEF OF STAFF

DEPARTMENT: EXECUTIVE EXEMPT

GENERAL DESCRIPTION:

Works under the authority of the Town Manager serves as a crucial coordinator and facilitator
within the Town Administration. The primary role is to liaise and collaborate with Department
Heads to ensure seamless management and coordination of Town projects or initiatives.
Compiles comprehensive reports for the Town Commission, offers valuable insights and updates
on ongoing Town activities. Additionally, the Chief of Staff handles various administrative
functions, which may include streamlining internal processes, managing budgets, and
supporting decision-making processes within the Town Administration. Acts as a liaison to the
Town Manager for residents, special interest groups, other agencies and organizations.

ESSENTIAL JOB FUNCTIONS:

1. Carries out Town Manager directives in coordination and collaboration with Department
Heads.

2. Performs high level planning, coordination and general administration to support with
various Town projects and initiatives.

3. Represents the Town Manager and the Town at various meetings, functions, and events:
serves as a liaison to various civic and governmental organizations and committees,
taskforces, boards, and commissions; confers regularly with officials from other
municipalities, chambers of commerce, authorities, and commissions; provides
information about Town operations; participates in discussions and decisions and keeps
the Town apprised of such activities.

4. Facilitates Town functions in accordance with Town Ordinances, Town Charter, and all

state and federal laws: serves as a liaison between the Town Manager and Department
Heads, keeps the Town Manager apprised of departmental activities; assists

Departments with resolution of issues requiring the attention of the Town Manager.
5. Prepares Commission items as assigned by the Town Manager, agendas, letters,

memos, reports, and other materials as required by the Town Manager for Town
Commission and Town Administration's use and dissemination, including determining the
frequency and content of status reports, analyzing results, and troubleshooting problem
areas.

6. Coordinates grant and legislative affairs efforts on behalf of the Town.
7. Supervises and provides assistance to Community Services and Public Communications

Department with special events permits as needed; signs off on final permit as designated
by the Town Manager.






