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October 15, 2024 

 
City Service Commission  

Department of Employee Relations  

City Hall, Room 706 

  

Re: Extension of Temporary Appointment Request: Wright Trapp, Parthina – First Extension 

Request  

 

Dear City Service Commissioners:  

 

The Department of Public Works (DPW) respectfully requests permission and approval to extend the 

temporary appointment of Ms. Parthina Wright Trapp as DPW Human Resources Analyst - Senior, 

beginning October 27, 2024 through January 25, 2025. This is the first extension request for Ms. 

Wright Trapp following the original temporary appointment approved for August 4, 2024 through 

October 26, 2024. 

 

Ms. Wright Trapp’s temporary appointment expires on October 26, 2024. Recent departures have 

created vacancies in critical roles affecting daily operations in DPW Admin and the section has an 

exigent need to fill this role quickly to minimize any potential disruptions to the flow of work. Ms. 

Wright Trapp will be taking on new duties to maintain current levels of departmental functions and 

will be instrumental in bridging the gap until the role can be filled on a permanent basis.  

 

Ms. Wright Trapp has been with the Department in her current role as a Payroll Assistant 3 since 

October 2023, and prior to that, she worked as an HR Coordinator before coming to the City. she has 

demonstrated great capability and she has a command of all pertinent internal systems related to 

Payroll job responsibilities. She has shown a strong aptitude for learning new tasks and maintaining 

confidentiality related to work product. 

 

Ms. Wright Trapp has been a great asset to this department. She has been able to utilize her previous 

experiences, including all of those gained with DPW Administration. Therefore, we are respectfully 

requesting to extend Ms. Wright Trapp’s temporary appointment.  

 

If you have any questions regarding this request, please contact me directly at 414-286-3307. 

 

     Sincerely, 

 

 

 

 

 

Dan Thomas M.P.A., J.D. 

DPW Administrative Services Director 



R. 07.08.19

Department of Employee Relations 
200 E. Wells Street, Room 706 

Milwaukee, WI 53202-3554 

NOTICE OF TEMPORARY APPOINTMENT 
Rule IX, Section 2 of the Civil Service Rules allows a department to appoint a person to a position on a temporary basis.  A temporary appointment may 
be appropriate when services are for a limited period, or during the leave of absence of an employee who plans to return to the service of the city.  
Therefore a temporary appointment is limited to a period of 90 days, unless an extension is authorized by the City Service Commission. 

When making an employment offer for a temporary appointment, the appointing officer must submit this completed form to DER no later than the 
close of the pay period in which the temporary appointment has been made.  All temporary appointees must meet the minimum requirements 
established for the position to which the individual is appointed.  

      

 

AUTHORIZED POSITION TITLE PAY RANGE F&P COMMITTEE APPROVAL DATE            

UNDERFILL TITLE (IF APPLICABLE) PAY RANGE        

REASON FOR TEMPORARY APPOINTMENT EFFECTIVE DATE

 

ANTICIPATED EXPIRATION DATE  
During Leave of Absence of an employee who is expected to return   

To perform services of a temporary nature and for a limited period

 
            

ATTACH A COPY OF THE CURRENT JOB DESCRIPTION & A RESUME IN ADDITION TO COMPLETING THE INFORMATION BELOW

LAST NAME FIRST NAME INITIAL

T.A. RATE OF PAY

IS THIS INDIVIDUAL A CURRENT  
CITY OF MILWAUKEE EMPLOYEE? 

IF YES, CURRENT DEPARTMENT: CURRENT POSITION TITLE: EMPLOYEE ID NUMBER:

  No    Yes

EXPLAIN HOW THE INDIVIDUAL WAS SELECTED FOR THE APPOINTMENT, INCLUDING THE SELECTION PROCESS USED AND IF NOT FROM AN ELIGIBLE LIST, HOW 
THE INDIVIDUAL WAS IDENTIFIED AS A POTENTIAL TEMPORARY APPOINTEE: 

  

  

WAS THE INDIVIDUAL HIRED FROM AN ELIGIBLE LIST?

 

  

PROVIDE INFORMATION TO DEMONSTRATE HOW THE INDIVIDUAL MEETS THE MINIMUM REQUIREMENTS:

TRAINING AND EDUCATION: WORK EXPERIENCE: OTHER REQUIREMENTS (i.e. LICENSES) 

IS THE INDIVIDUAL BEING GIVEN THIS TEMPORARY APPOINTMENT RELATED BY BLOOD OR MARRIAGE TO THE APPOINTING OFFICER, ANY MEMBER OF THE 
APPOINTING BOARD OR BODY, DIRECT SUPERVISOR, OR TO ANY ELECTIVE OF APPOINTIVE CITY OFFICIAL?  (Refer to CSC Rule VIII, Section 10 regarding nepotism.) 

  No         Yes  –  Explain Relationship  

THIS TEMPORARY APPOINTMENT IS MADE IN ACCORDANCE WITH RULE IX, SECTION 2 OF THE CITY SERVICE COMMISSION AND IS LIMITED TO A PERIOD OF 90 
DAYS UNLESS AN EXTENSION IS APPROVED BY THE COMMISSION. 

REPORTING OFFICER SIGNATURE TITLE DATE 

APPROVING OFFICER SIGNATURE TITLE DATE 

THIS SECTION FOR DER REVIEW

DER REVIEW COMPLETED BY: SIGNATURE TITLE DATE 

REQUISITION #

PROVIDE AN EXPLANATION OF WHY THE TEMPORARY APPOINTMENT IS NEEDED:

           

DEPARTMENT/DIVISION

TEMPORARY APPOINTMENT / APPOINTEE DETAILS

SEND COMPLETED FORM AND SUPPORTING DOCUMENTATION TO DER, CITY HALL, ROOM 706 OR DERCERTIFICATION@MILWAUKEE.GOV 

Yes No If yes, Referral #

Wright Trapp Parthina

2KX N/A N/ALeave Admin. Coordinator

10/27/2024 1/25/2025 2798.78

Recent departures have created vacancies in critical roles affecting daily operations in DPW Admin and the section has an exigent
need to fill this role quickly to minimize any potential disruptions to the flow of work. Ms. Wright Trapp will be taking on new duties to
maintain current levels of departmental functions and will be instrumental in bridging the gap until the role can be filled on a permanent

Ms. Wright Trapp previously worked as an HR Coordinator before coming to the City. Since she started with DPW Payroll in October
2023, she has demonstrated great capability and she has a command of all pertinent internal systems related to Payroll job
responsibilities. She has shown a strong aptitude for learning new tasks and maintaining confidentiality related to work product.

Please see resume
Please see resume

Please see resume

DPW Administrative Services

Shannon Goodwin DPW Admin Services Manager

Dan Thomas DPW Admin Services Director

10/15/2024

10/15/2024

Public Works / Admin Services Payroll Assistant 3 037422

2JXHR Analyst Senior















EXPERIENCE

Parthina Wright-Trapp
ADMINISTRATIVE/HR

Diligent college graduate with a Bachelor of Arts (B.A.) with 8+ years of work experience in a professional environment. Aiming
to leverage academic experience and a proven knowledge of executive support and records management to successfully ��ll the
Administrative/HR role at your company. Frequently praised as hard-working by my peers, I can be relied upon to help your

company achieve its goals.

PAYROLL ASSISTANT III
City of Milwaukee

Milwaukee, WI
October 2023 - Present 

Assisted employees with inquiries according to payroll procedures to quickly resolve issues.•
Entered, reviewed, edited and approved employee work hours utilizing CityTime's payroll entry system.•
Assisted with onboarding practices such as entering new hire information into PeopleSoft HRMS.•
Prepared a variety of payroll adjustments as needed.•
Maintained employee personnel and bene��ts ��les.•
Executed various projects at year-end according to direction by supervisors.•
Assisted supervisors and fellow Payroll Assistants to successfully complete HR and Payroll related tasks.•
Maintained employee records in Peoplesoft HRMS.•
Reviewed and ��led FMLA related paperwork as directed by the DPW FMLA department.•
Monitored and maintained accurate employee vacation and sick leave balances.•

HUMAN RESOURCES COORDINATOR
Transit Express

Milwaukee, WI
September 2015 - October 2023 

Provided current and prospective employees with company information regarding policies, job duties, working
conditions, wages, opportunities for promotion and employee bene��ts.

•

Served as liaison between management and employees by handling questions and resolving concerns.•
Identi��ed sta�f vacancies and recruited, interviewed and selected applicants.•
Managed onboarding processes with new hires.•
Identi��ed reasons for employee turnover rates and trends by actively working with management leaders.•
Processed and maintained personnel ��les including but not limited to, recruitment and training documents,
grievances, performance evaluations, employee leaves of absence, and employment veri��cations.

•

Developed and implemented recruiting strategies to meet current and anticipated sta���ng needs.•
Maintained cash handling procedures and assisted in billing processes.•
Served as the primary payroll administrator by verifying employee attendance, hours worked, pay adjustments and
deductions.

•

Maintained detailed logs of all FMLA related activities for audit purposes and served as a liaison between a third-
party servicer and employees to communicate FMLA eligibility information.

•

Maintained records of leave time, such as vacation, personal and sick leave for employees and provided such
information when requested by supervisors.

•



EDUCATION

REFERENCES

Attended job fairs to promote job opportunities and build community relations.•
Managed information regarding FMLA including absences, eligibility notices, FMLA hours entered in payroll
systems and ��ling FMLA related paperwork.

•

BACHELOR OF ARTS (B.A.)
University of Wisconsin-Milwaukee, Milwaukee, WI, US

References available upon request
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