
















Theresa L. Spidell 

 

 
 

 
Objective:  To maintain a permanent position at the City of Milwaukee, where my extensive 
background in Human Resources and payroll preparation, in addition to customer service skills 
and knowledge of basic accounting principles, will be an asset.  
 
 

Employment History 
 

 
City of Milwaukee Comptroller’s Office – City Payroll Specialist 
July 11, 2021 – present  
Duties include edit and audit all timecard and adjustment records for the City Payroll, including 
but not limited to employee pay being properly computed following City Service Commission rules, 
including Fire and Police Commission rules, City Salary Ordinance, Chapter 350 and union 
agreements. Adjustments that consists of re-class of injury hour and/or pay, including W2c 
processing, various timecard audits to ensure other departments are entering adjustments 
correctly, review of biweekly pension items and corrections to deductions and/or refunds made,  
instructions to other payroll clerks regarding CityTime entries, FLSA reviews. 
 
Processing garnishments, child support, tax levies, and bankruptcy paperwork, including 
communications with various collection agencies and the Federal and State government 
agencies, and distribution of biweekly deduction registers to various vendors, separate 
worksheets for Department of Workforce Development levies that require biweekly reports. 
 
Biweekly Comptroller Office payroll tasks, including but not limited to maintaining employee 
personnel files, reviewing and approving time card entries, time card adjustment processing, 
running reports from the City Time Time Card Program, FMLA and Paid Parental Leave 
monitoring, assuring timely HCM entries for payroll, updating and maintaining various payroll 
related spreadsheets, biweekly payroll reports and OSHA information.  Assistance with review of 
Position Management with HCM. 
 
Enter and verify federal and state tax forms, lock in letters, direct deposit forms, employee 
deductions for pay, and maintaining any paper files. Assist with CityTime maintenance and set-
up for new adjustment approvers and Auto Reimbursement employees.   
 
Initiating Standard Operating Procedures for all current City Payroll Specialist tasks, maintaining 
changes and maintain the SOPs are current with updated information. Set up of various forms, 
such as Paid Time Off Request and ACH Return, that are now used exclusively within the 
Comptroller’s Office via DocuSign, and the ability to be flexible and assist in various areas as 
needed.  
 
Study Hours towards the Certified Payroll Professional exam, approximately 128 hours as of 
February 15, 2025 and expectation to pass the CPP Exam to hold this payroll specific title.  
Regular review and study within the Paytrain program to gain more payroll knowledge. 
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City of Milwaukee Treasurer’s Office – Tax Enforcement Specialist/Payroll Clerk - Primary 
March 29, 2015 – July 10, 2021 
Duties include training of other Payroll Clerks and managers regarding biweekly payroll tasks and 
changing payroll regulations, maintaining employee personnel files, posting and monitoring 
payroll and/or personnel related information, reviewing and approving time card entries, time card 
adjustment processing, running reports from the City Time Time Card Program, FMLA and 
EFMLA set up and monitoring, monitoring of timely HCM entries for payroll, updating and 
maintaining various payroll related spreadsheets, including but not limited to Employee Probation 
Reports and Annual Review Reports, Staff Hours, biweekly payroll reports,  and OSHA 
information.  
 
Printing of Account Payable checks sent from the Comptroller’s Office, printing of Account 
Receivable invoices from other departments using the FMIS system. 
 
Maintaining a working relationship with the Kohn Law Firm regarding past due accounts that are 
in collections and processing payments based on collection procedures, review and  maintain 
bankruptcy files, file bankruptcy claims and process bankruptcy payments received monthly from 
various bankruptcy trustees, including but not limited to, setting up trustee payment spreadsheet 
breakdowns,  entering bankruptcy interest and processing payments in the new Munis tax system,  
as well as dealing with individuals and bankruptcy attorneys on a case by case basis, download 
electronic payment and credit card payment information on a daily basis, code tax key account 
numbers with bankruptcy status in the new Munis tax system, post costs, judgment reports, cost 
reversals and combined account information from the Kohn Law Firm on a daily basis in the new 
Munis tax system.  
 
Download and upload information regarding daily lockbox from US Bank, review and research 
individual property owners if account is going into a foreclosure action, updating and sending work 
orders for the annual and monthly tax bills to AB Data, processing weekly and monthly Kohn IRI’s 
and deposits, tentative taxes, writing and updating various departmental Standard Operating 
Procedures. Dealing with members of the public in person and on the telephone in a polite and 
calm manner and various other tasks as needed. 
 
City of Milwaukee Treasurer’s Office – Program Assistant II 
September 29, 2013 – March 28, 2015 
Duties included dealing with members of the public in person and on the telephone in a polite and 
calm manner. Review and approve time cards. Print Account Payable checks sent from the 
Comptroller’s Office. Print Account Receivable invoices from other departments using the FMIS 
system. Maintain a working relationship with the Kohn Law Firm regarding past due accounts that 
are in collections and processing payments based on collection procedures. Review and maintain 
bankruptcy files, file bankruptcy claims and process bankruptcy payments received monthly from 
various bankruptcy trustees as well as dealing with individuals and bankruptcy attorneys on a 
case by case basis. Download electronic payment and credit card payment information on a daily 
basis. Code tax key account numbers with appropriate status, post costs, judgment reports, cost 
reversals and combined account information from the Kohn Law Firm on a daily basis.  
Download and upload information regarding daily lockbox from US Bank, review and research 
individual property owners if account is going into a foreclosure action and tentative taxes. Write 
and update various departmental Standard Operating Procedures, and various other tasks as 
needed. 
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City of Milwaukee Treasurer’s Office – Customer Service Representative II 
August 17, 2008 – September 28, 2013 
Duties included dealing with members of the public in person and on the telephone in a polite and 
calm manner, answer written correspondence from the public, apply payments received to 
appropriate tax accounts timely and accurately, reconcile daily lock box manual deposit activity, 
review of payment histories and prior year tax bills at the customer’s request and offering a 
detailed explanation to customers. Print invoices from other departments using the FMIS system. 
Maintain a working relationship with the Kohn Law Firm regarding past due accounts that are in 
collection. Process payments based on collection procedures, review, research and reapplication 
of refund checks generated within the City of Milwaukee Treasurer’s Office. Review and apply or 
cancel State Lottery and Gaming Credits to individual tax accounts, update various Access 
databases regarding envelope retention, refund vouches, contemplated special invoicing and 
payment application. Prepare daily balancing reports and spreadsheets, process accounts 
payable checks, process accounts receivable invoices and prepare to mail, download electronic 
payment and credit card payment information on a daily basis. Code tax key account numbers 
with bankruptcy status, post costs, judgment reports, cost reversals and combined account 
information from the Kohn Law Firm on a daily basis, download and upload information regarding 
daily lockbox from US Bank. Write and update various departmental Standard Operating 
Procedures, prepare correspondence, time stamp, open, sort and distribute office mail, and 
various other tasks as needed. 
 
Hau & Associates, S.C. – Administrative Assistant/Human Resources Coordinator 
January 3, 1993 - August 16, 2008  
Duties included dealing with members of the public in person and on the telephone in a polite and 
calm manner, schedule tax appointments, review time sheets and process payroll based on a bi-
weekly schedule, including quarterly reports and year-end reports. Maintain employee files and 
benefit information, keep sensitive information in confidence. Review mail and invoices on a daily 
basis. Print account payable checks, daily upkeep of bank account balances, basic accounting 
and bookkeeping functions, maintain and order supplies on an as needed basis, accept payment 
towards customer balances and apply payments appropriately toward customer balances. Initiate 
and maintain the office policies and procedures manual, daily delivery of outgoing mail to United 
States Post Office, deliver general ledger and financial statements to clients, and various other 
tasks as needed. 
 
Additional Skills and Accomplishments 
Active Member of Payroll.org (formerly American Payroll Association) 
Active Member of Greater Milwaukee Payroll.Org Chapter  
Attendance in Study Group regarding CPP Exam through Greater Milwaukee Payroll.Org Chapter  
Monthly participation in the Workday Change Ambassador Network meetings 
City Time Time Entry System and maintenance knowledge  
Above average knowledge of HCM for payroll entries 
Billing and Accounts Receivable Processing Class through City of Milwaukee 
Overview of PACER website through the Wisconsin Bankruptcy Court 
Knowledge of Wisconsin Department of Revenue My Tax Account program 
Knowledge of the Electronic Income Withholding Order system regarding child support payments 
Extraordinary Organizational Skills 
Exceptional Customer Service Skills 
Excellent time management and scheduling of daily tasks 
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