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April 4, 2024 

 

City Service Commission  

Department of Employee Relations  

City Hall, Room 706 

  

Re: Extension of Temporary Appointment Request: Deau, Tammy – 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. Tammy Deau as DPW Business Operations Manager, 

beginning April 28, 2024 through July 27, 2024.  This is the first extension request for Ms. Deau 

following the original temporary appointment approved for 1/22/2024 through 4/27/2024. 

 

Ms. Deau’s temporary appointment expires on 4/27/2024.  As a result of a retirement in 

December 2023, and several changes being administered, including but not limited to the 2% 

wage increase, DPW Water Works requires extensive training from the DPW Administrative 

Services Payroll trainer.  This is to include auditing payroll using Peoplesoft Financials (FMIS), 

creating entries in Peoplesoft's HRMS, administering the FMLA benefit, and tracking absences 

using Citytime's Absences Tab and the reports. Our trainer also going to be training both the new 

Water Payroll Specialist and Payroll Specialist 3. 

 

Ms. Deau has filled critical Administrative roles for many years with the City and is uniquely 

qualified to fill this role.  She has a comprehensive understanding of the Payroll system and all 

associated software programs.  She has served as a Management Accountant - Senior since 2018 

and she is the training supervisor for all the Payroll Assistants in DPW Administrative Services.  

 

Ms. Deau 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. Deau’s 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 
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a. Assign duties e. Sign or approve work
b. Outline methods f. Make hiring recommendations
c. Direct work in progress g. Prepare performance appraisals
d. Check or inspect completed work h. Take disciplinary action or effectively recommend such
Number

Supervised Job Title
Extent of Supervision Exercised

(Select those that apply from list above, a -h)

F. MINIMIMUM  QUALIFICATIONS  REQUIRED:  (Indicate  the  MINIMUM  qualifications  required  to  enter  the
job.)

i. Education  and  Experience:

Bachelor's Degree  in  Business  Administration,  Public  Administration,  Human  Resources, Accounting, 
Finance, or a related field.  At least four (4) years experience in a payroll or personnel environment  with
a focus on Peoplesoft  HRMS  and  FMIS,  including  reporting  skills.  At least 1 year of supervisory  

experience.

ii.  Knowledge,  Skills  and  Abilities:

Organizational,  mathematical  and  analytical  skills.  Ability  to  interpret  policies,  ordinances  and  rules.
Strong  communication  and  customer  service  skills.

ill.  Certifications,  Licenses,  Registrations:

iv.  Other  Requirements:

13.  PHYSICAL  AND  ENVIRONMENTAL  DEMANDS:  TOOLS  AND  EQUIPMENT  USED

The  Americans  with  Disabilities  Act  (ADA)  of  1990,  as  amended  by  the  Americans  with  Disabilities  Act  Amendments
Act  (ADAAA)  of  2008  requires  job  descriptions  to  provide  detailed  information  regarding  the  physical  demands 
required  to  perform  the  essential  functions  of  a  job;  the  conditions  under  which  the  job  is  performed;  and  the  tools 
and  equipment  the  employee  will  be  required  to  use  on  the  job.  Reasonable  accommodations  may  be  made  to
enable  qualified  individuals  to  perform  the  essential  duties  and  responsibilities  of  the  job  for  each  of  the  categories
listed  below.

G. PHYSICAL  ACTIVITY  OF  THE  POSITION:  (List  the  physical  activities  that  are  representative  of  those  that 
must  be  met  to  successfully  perform  the  essential  functions  of  the  job).

CHECK  ALL  THAT  APPLY:
Climbing:  Ascending  or  descending  ladders,  stairs,  scaffolding,  ramps,  poles,  and  the  like;  using  feet  and 
legs  and/or  hands  and  arms.  Body  agility  is  emphasized.  Check  only  if  the  amount  and  kind  of  climbing 
required  exceeds  that  required  for  ordinary  locomotion.
Balancing:  Maintaining  body  equilibrium  to  prevent  falling  when  walking,  standing  or  crouching  on  narrow,
slippery  or  erratically  moving  surfaces.  Check  only  if  the  amount  and  kind  of  balancing  exceeds  that
needed  for  ordinary  locomotion  and  maintenance  of  body  equilibrium.
Stooping:  Bending  body  downward  and  forward  by  bending  spine  at  the  waist.  Check  only  if  it  occurs  to  a 
considerable  degree  and  requires  full  use  of  the  lower  extremities  and  back  muscles.
Kneeling:  Bending  legs  at  knee  to  come  to  a  rest  on  knee  or  knees.
Crouching:  Bending  the  body  downward  and  forward  by  bending  leg  and  spine.
Crawling:  Moving  about  on  hands  and  knees  or  hands  and  feet.
Reaching:  Extending  Hand(s)  and  arm(s)  in  any  direction.
Standing:  Particularly  for  sustained  periods  of  time.
Walking:  Moving  about  on  foot  to  accomplish  tasks,  particularly  for  long  distances.
Pushing:  Using  upper  extremities  to  exert  force  in  order  to  draw,  press  against  something  with  steady
force  in  order  to  thrust  forward,  downward  or  outward.
Pulling:  Using  upper  extremities  to  exert  force  in  order  to  draw,  drag,  haul  or  tug  objects  in  a  sustained 
motion.

The  above  statements  are  intended  to  summarize  the  nature  and  level  of  work  and  typical  responsibilities  and  duties  being  performed  by  the  incumbent(s)

  of  thisJob.  They  are  not  intended  to  be  an  exhaustive  list  of  all  responsibilities,  duties,  and  tasks  required  of  the  position.
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Tammy J. Deau 

 
Career 
Objective 

 
Administrative Specialist Sr. with 18+ years of experience in payroll and general human resource 
tasks.  Over 5+ years of supervisorial duties.  Aiming to utilize my outstanding written skills, great 
verbal communication skills, and excellent interpersonal skills.  Very detail orientated and self 
motivated with a BA in both Accounting and Finance. 

 
Core 
Competencies 

⬧ Detailed 
⬧ Organized 
⬧ Customer Service Orientated 

⬧ Self Motivated 
⬧ Willingness To Learn 
⬧ Team Player 

 

Professional 
Experience 

 
CITY OF MILWAUKEE, Milwaukee, WI 
Management Accountant Sr., February 2018 to present 
⬧ Supervisor to 9 Payroll Assistants and 1 Human Resources Assistant 
⬧ Audit thousands of entries made by staff in City Time and HRMS 
⬧ Main trainer.  Create standard operation procedures (SOPs) 
⬧ Backup to the Human Resources Assistant 
⬧ Backup to Unemployment 
⬧ Reply to Worker’s Compensation requests 
⬧ Auditor of adjustments. 
⬧ Process retro payments. 
 

CITY OF MILWAUKEE, Milwaukee, WI 
Human Resources Assistant, June 2016 to February 2018 
⬧ Efficiently process employment verifications 
⬧ Accurately audit absence and discipline databases. 
⬧ Backup to payroll duties like entering time and closing payroll 
⬧ Work closely with FMLA administrator to ensure pay was coded correctly 
 

CITY OF MILWAUKEE, Milwaukee, WI 
Personnel Payroll Assistant III, Apr 2005 to June 2016 
⬧ Efficiently enter and verify time entry data for around 150 employees in various positions. 
⬧ Promptly respond to emails. 
⬧ Use PeopleSoft to maintain personal information for employees such as any address, phone 

number, or emergency contact changes. 
⬧ Print biweekly reports for my areas and review them to ensure the data is correct. 
⬧ Maintain personnel and medical files for all of my employees by accurately filing 

documentation regarding employees in their appropriate folders. 
⬧ Participate in staff meetings. 
⬧ Courteously answer phone calls and try to assist callers as best as possible by either answering 

questions or guiding them to someone who can better assist them. 
⬧ Quickly respond to special time sensitive requests for information from my supervisor. 

 
CITY OF MILWAUKEE, Milwaukee, WI 
Library Circulation Aide,  June 1998-Aug 2003 
⬧ Efficiently file away various materials such as books, magazines, videos (DVDs), and CDs. 
⬧ Pleasantly greet patrons and check materials out to them. 
⬧ On occasion, help answer children’s questions regarding their homework. 
⬧ “Shelf read” (verifying the filing accuracy of materials shelved) to maintain precise filing of 

materials. 
⬧ Travel to other library branches to assist when they are short staffed. 
⬧ Quickly scan in returned materials and return them to their appropriate sorting areas. 
⬧ With a positive attitude, assist patrons if they ask for help. 
 

 



 

 

 

Education 

 
UNIVERSITY OF MILWAUKEE - WISCONSIN, Milwaukee, WI 
Bachelor of Art in Accounting, December 2003 
Bachelor of Art in Finance, December 2003 
⬧ GPA: 3.678/4.0 
⬧ Magna Cum Laude 
⬧ Beta Gamma Sigma member 

 
Additional 
Skills 

 
 
Awards and 
Honors 

 

⬧ Proficient in Microsoft Office and Excel 
⬧ Experienced with PeopleSoft 
⬧ Courteous phone manners 
⬧ Completed the Professional Management Development facet of the Public Works University. 

(September 2015 to May 2016) 

 
⬧ Several years of perfect attendance 
⬧ Favorable Occurrence Commendation June 2009 – Mentored Carmen High School interns for 

the 2007-2008 and 2008-2009 school years 
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