Lee County Clerk of the Circuit Court & Comptroller — Job Description

Position Title Manager of Strategic Policyand | & ¢ 2 ge PG135
Legislative Affairs
Department People & Community Position Group 135D
Engagement
. . Chief People and Community
Supervisory No Reports To (Title) Engagement Officer
Essential Position No Work Location Hybrid
Classification Non-Exempt Revision Date 4/17/2026

Classification
Statement

Position Function

Position Duties

The incumbent in this non-exempt position performs ministerial duties in support of the
elected Clerk of Court, operating strictly within the parameters established by governing
statutes, court rules, and local, state, and federal law. The role requires consistent
adherence to prescribed procedures and the accurate application of established protocols,
ensuring that all actions are carried out in full compliance with defined legal and
administrative requirements.

The Manager of Strategic Policy and Legilsative Affairs is responsible for advancing the
Clerk’s strategic priorities through legislative analysis, policy development, and execution
of cross-functional initiatives. This position serves as a central point of coordination for
legislative tracking, strategic planning, and high-impact projects, ensuring alignment
between organizational objectives and external developments.

This role requires a proactive, analytical, and execution-focused professional who can
translate complex information into clear recommendations and drive initiatives from
concept to completion. This position with also represent the Clerk’s office at the Florida
Courts Technology Commisioner meetings and the Florida Clerk of the Circuit Court
conferences.

e Legislative Monitoring & Analysis: Own the full lifecycle of legislative tracking and
analysis, including researching bills, monitoring statutory impacts, identifying risks and
opportunities, and preparing concise summaries, impact reports, and
recommendations.

¢ Implementation & Stakeholder Coordination: Lead pre-implementation planning for
newly enacted laws, assess operational impacts, and collaborate with internal
leadership, legislative staff, government agencies, and external partners to ensure
informed, compliant execution.

e Strategic Planning & Priority Initiatives: Lead the creation, coordination, and
performance monitoring of strategic plans across the Clerk’s office, justice partners,
and county partners. Drive key organizational initiatives and special projects, including
the Property Fraud task force and research on auditor expansion, comptroller
responsibilities, and Clerk to the Board duties.

Project Leadership & Executive Support: Develop project plans, timelines,
deliverables, and performance measures to ensure effective execution. Provide
research, analysis, and strategic support to the Executive Leadership Team to inform




Education,
Experience &
Certification(s)

Knowledge, Skills &
Abilities

planning and decision-making.

e Coordinate and represent the organization across local, regional, and state
partnerships: Participate in multi-agency working groups, sharing information, and
monitoring trends and best practices to keep the Executive Leadership Team informed
and aligned with emerging developments.

e Executive Briefings & Progress Reporting: Prepare clear, well-structured briefings and
presentations for Executive Leadership while tracking progress on strategic initiatives,
special projects, and priority efforts to provide timely, actionable updates.

o Issue Identification & Solution Support: Identify barriers to implementation, analyze
root causes, and recommend practical solutions to keep initiatives moving and support
informed decision-making.

e Odyssey Counties of Florida:

Consortium Facilitator: Facilitates the activities of the Odyssey Counties of Florida
Consortium by organizing meetings, maintaining communication among member
counties, and ensuring participation from Clerk leadership and key stakeholders.
Best Practice Development and Knowledge Sharing: Promotes the exchange of
best practices, lessons learned, and operational insights to reduce duplicate work,
improve consistency, and leverage solutions already implemented by other
counties.

Stakeholder Engagement and Communication: Maintains clear, unified
communication channels among county representatives, ensuring that updates,
decisions, and action items are shared consistently and accurately.

Bachelor’s degree and 3 years of experience working in a government-sector role
related to the responsibilities outlined in this position.

OR

7 years of experience working in a government-sector role related to the
responsibilities outlined in this position.

Project Management certification is a plus.

Experience working within Florida government or related public-sector
environments.

Strong analytical and critical-thinking skills with the ability to interpret complex
information.

Excellent written and verbal communication skills, including preparing clear
briefings and presentations.

Proven ability to manage multiple projects and priorities in a fast-paced
environment.

Demonstrated independent judgment and effective problem-solving abilities.



Physical
Requirements

e Strong organizational skills with attention to detail and follow-through.

e Ability to build and maintain productive relationships with internal and external
partners.

e Knowledge of legislative processes and governmental decision-making structures.

e Experience providing support to executive leadership, including research, analysis,
and coordination.

The physical demands described here are representative of those that must be met to
successfully perform the essential functions of this position, with or without reasonable
accommodation.

Ability to remain in a stationary position for extended periods to complete essential
job functions in an office or remote work environment.

Ability to operate a computer and standard office equipment necessary to complete
essential job duties.

Ability to communicate and exchange information clearly and effectively with
employees and all stakeholders.

Ability to move within the office or worksite to access files, deliver documents, attend
meetings, scheduled sessions, or coordinate with other departments, which may
include traveling to other floors, buildings, or off-site locations.

Ability to position oneself (e.g., bend or reach) as needed to access materials or
equipment required for job functions.

Ability to transport items essential to the role, such as documents or office materials,
up to 20 pounds.

Ability to work extended or irregular hours, including during emergencies or high-
volume periods, essential to assigned departmental operations.

For courtroom duties: ability to remain seated and maintain professional composure
during court proceedings.



