
COMMUNICATIONS MANAGER

DEPARTMENT: COMMUNITY SERVICES & PUBLIC COMMUNICATIONS

EXEMPT

GENERAL DESCRIPTION:

Under the administrative direction of the Tourism and Communications Director or

deslgnee, the Communications Manager plays a central role in disseminating
information to residents and external audiences. This position ensures that any
messages from the Town are delivered in a clear and timely manner, and are made
available on the website and other channels if needed. The Communications

Manager may also support the Tourist Bureau's marketing activities and special
events. Additional tasks may include media relations support, social media

application, organizing promotional activities and campaigns, and promoting the
Town's dining, shopping, lodging, recreation and recreational amenities.

ESSENTIAL JOB FUNCTIONS:

1. Co-plans and helps implement resident-focused public awareness campaigns via
Town communications channels including emails, the Town of Surfside website.
Channel 663 and NextDoor. Examples include: public health information, traffic
notifications, hurricane season information, and election information.

2. Day-to-day distribution of news and information to residents on behalf of Town
Departments.

3. Day-to-day management of the Town's website and content creation ensuring all
information is accurate, properly organized and up to date.

4. Works closely with Department Director and on advanced-level changes to the
Town website; serves as liaison between the Town and website provider.

5. May be asked to support the Director in tourism-related promotional events
including creative themes, logistics, media coordination, advertising, publicity,
community outreach, budgets and timelines.

6. Assists the Director with overseeing creative, production and implementation of
all communication assets such as the website, digital sign, brochures, public
signage and event signage as pertains to the Department.

7. Develops creative and digital assets for communications needs on Adobe
programs, Canva or other relevant programs.

8. May contribute to the production of the monthly Town Gazette, a digital and printed
publication.






