
TOWN OF SURFSIDE

TOWN MANAGER

DEPARTMENT: EXECUTIVE EXEMPT

GENERAL DESCRIPTION:

Highly responsible administrative, professional and management work directing and coordinating all
phases of the general municipal government. Work involves the supervision of all activities related to the
Town in accordance with the policies determined by the Town Commission, Town Charter, and applicable
laws and ordinances.

ESSENTIAL JOB FUNCTIONS:

1. Directs and manages the overall effort of the Town government. Appoints department heads and
acts as appointing authority for Town employees. Coordinates the efforts of the various
departments under the Town governmental structure.

2. Administers through subordinate department heads such functions as public safety, planning,
zoning, community development, maintenance of public streets and property, financial operations
and budgets, recreational activities, inspection services, code compliance, water/sewer and storm
water utilities operations, solid waste collection, parking and Clerk to the Town Commission
related functions.

3. Prepares the annual Town Budget for submission to the Town Commission. Submits
recommendations to the Town Commission for their discussion and approval concerning the
efficient operation of the Town government. Prepares Town Commission agenda. Keeps the
Town Commission informed of general Town operations and activities. Makes plans and
recommends future programs of the Town Strategic Planning.

4. Maintains community respect through frequent public information in multiple formats and by
keeping residents informed of Town progress and polices. Discusses problems and complaints
concerning Town operations with the taxpayers or refers to appropriate official for action.

5. Directs the media relations activities.
6. Engages in complex contract negotiations, both labor and civil.
7. Participates on Non-Town committees.
8. Evaluates direct reports' performance and directs staff development activities.
9. Represents Town in local, state and federal relationships
10. Negotiates development agreements for all major new construction.
11. Develops and assists with the implementation of strategic initiatives to support the Town's goal of

an efficient and accountable government and supports the core values of the organization.
12. Remains informed of cutting edge technologies and advancements in municipal line service

delivery programs.
13. Ensures that the Town operating departments work together in an effective manner that results in

the delivery or quality services that are integrated and efficient.
14. Assists with the coordination of grants.

15. Identifies legislative priorities.
16. Supports community development.
17. Performs other duties as assigned.

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






