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TOWN OF SURFSIDE

EXECUTIVE ASSISTANT TO TOWN ATTORNEY

DEPARTMENT: LEGAL EXEMPT

GENERAL DESCRIPTION:

Specialized and confidentia! administrative support work involving legal administrative
duties requiring a working knowledge of the organization and programs under the

jurisdiction of the Town Attorney. This position is responsible for administrative (Para-
professional) support, researching legal issues, preparing legal documents, and providing

administrative support under the direct direction and supervision of the Town Attomey.

ESSENTIAL JOB FUNCTIONS:

1. Researches, reviews, gathers and compiles information and records for the Town
Attomey.

2. Drafts and tracks ordinances, resolutions, releases, deeds, pleadings, motions and
correspondence on general or legal subjects on a regular basis.

3. Under the direction of the Town Attorney, assists in preparation and maintenance of
Town ordinances, and resolutions.

4. Conducts initial review of Town Commission agenda items requiring legal review.
5. Serves as executive assistant to the Town Attorney by planning, initiating and

carrying to completion secretarial and administrative duties that would otherwise
require the Town Attorney's attention.

6. Assists Town Commission and Charter Officers directly in responding to citizen
inquiries and providing information relating to the Town under direction of the Town
Attorney.

7. Attends meetings and transcribes summary of action and/or minutes, as requested
by the Town Attorney.

8. Schedules and maintains Town Attorney's calendar of appointments, hearings, trials,
activities and meetings. Makes travel arrangements as necessary.

9. Screens calls for Town Attorney, receives and evaluates calls for Town Attorney and
facilitates requests for information and resolution of problems.

10. Exercises reasonable initiative and independent judgment in responding to inquiries
from municipal employees, department directors, and general public; personally
addressing administrative matters which do not involve policy determinations and in
recognizing and immediately bringing to the Town Attorney's attention matter of
priority concems.

11. Works independently and within a team on special and nonrecurring and ongoing
projects. Acts as a project manager for special projects, at the request of the Town
Attorney, which may include: planning and coordinating multiple presentations,
disseminating information, and organizing legal department events.






