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TOWN OF SURFSIDE

DEPUTY CLERK

DEPARTMENT: TOWN CLERK EXEMPT

GENERAL DESCRIPTION:

Performs advanced secretarial and clerical work for the office of the Town Clerk. Assist the Town Clerk

in developing, planning, organizing and managing the Office of the Town Clerk. Work is performed under
the administrative direction of the Town Clerk.

ESSENTIAL JOB FUNCTIONS:

1. Performs advanced secretarial and administrative work as directed by the Town Clerk.
2. Provides assistance and support to Town Boards, Committees and Sub-committee meetings by

assisting with meeting attendance, meeting recording and preparation of minutes.
3. Attends all Commission meetings.
4. Prepares Town Boards, Committee and Sub-committee meeting agenda and materials for

distribution with staff liaison collaboration.
5. Posts Town Boards, Committee, Sub-committee meetings notice pursuant to Ch. 286 F.S. and

procedures established by the Office of the Town Clerk
6. Disseminates information to Town Boards, Committee and Sub-committee members and their

staff liaison.

7. Maintains and manages all advisory board records.
8. Assists Town Clerk with coordination of agenda documents including scheduling of Town

Commission, Town Board, Committee and Sub-committee meetings.
9. Assists the Town Clerk with the management and retention of public records.
10. Assists with responding and tracking of public records requests.
11. Assists with the processing of proposals/bids received in response to public solicitation.
12. Attends bid openings and processes information.
13. Assists Town Clerk in the management of the election process.
14. Maintain and Manage all Town contracts and agreements.
15. Responsible for all the activities ofthe Office of theTown Clerk in the absence ofthe Town Clerk.
16. Answers calls for the Office of the Town Clerk.
17. Preforms other related duties as assigned.

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

MINIMUM QUALIFICATIONS:

KNOWLEDGE, ABILITIES AND SKILLS:
- Knowledge of the ordinances, policies and procedures of the Town.
- Knowledge of modern management practices and principles.
- Knowledge ofarchives and records management laws, systems and technology.




