THE CITY OF KEY WEST
1300 White St. Key West, FL 33040 (305) 809-3716

Recommendation for Employee of the Quarter

Please print or type all information.

| would like to nominate ﬂg_d-_hg { EﬂstQ for your consideration as an
“Employee of the Quarter.* This employee works as a T11an¢0 ( !ml YN

in the T narce Department.

My reason(s) for making this recommendation is as follows.
(Please use page 2 for additional comments):
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This recommendation is made by: Je=srn Ducocker | Finance

(Name/Department)
Date: W\s |24 Signature:%.m Pl P

Note: Please complete and forward {6 the nominee’s immediate Supervisor.

Supervisor's Comments: Moy bha i< very hold woKing |, Orqanized , ond
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Date: /;3 / yAY Signature: /W Q,wm/b

Department Director’s Signature: C@WM Date: (/' \l S \‘?,H‘

Directors: Please forward this form along with the supervisor rating sheet, to the HR Dept.
All forms available from HR and on the Town’s Employee Website under Documents/Forms

Key to the Caribbean — average yearly temperature 77 © Fahrenfieit.



I would like to nominate Martha Castro for your consideration as the City Employee of the 3"
Quarter. Martha works as our Finance Coordinator Ill in the Finance Department here at City Hall.
The reason | am making this recommendation is because Martha is an outstanding employee. She
is smart, capable, and hardworking. Her attendance, work performance and customer service skills
are everything we could ask for.

Here are some documented examples | have of assistance she has provided that show the
dedication she has shown to the City:

May 17, 2024, Martha brought a website error to the attention of her supervisors. She provided
continuous updates throughout the day and documented this issue in an email. She additionally
followed up with the Department of Revenue to ensure that the City’s filings were completed.

April 9, 2024, Martha brought a financial discrepancy in the Passport report to the attention of her
supervisors. This follow up resulted in a refund to the City for the amount charged erroneously.

April 5, 2024, April 29, 2024, Martha followed up with Utilities for a invoice amount regarding a
payment, independently completing a financial journal to update the account properly.

March 14, 2024, Martha completed Sales Tax independently and filed even with the complex
requirements due to changing commercial rental tax amounts.

January 5, 2024, Martha assisted by helping with a Utilities request for a report while purchasing
was out of the office.

December 21, 2023, Martha provided updates to Beth Ann to assist in balancing cash for the month
of December 2023.

December 20, 2023, Martha brought a One Solution error with set S231218002RTABAG to the
attention of her supervisors. This attention to detail helped the problem be identified quickly and
resolved.

December 12, 2023, Martha completed training on City Sales Tax filing.
December 11, 2023, Martha completed training on Passport accounting.
November 20, 2023, Martha followed up on an inquiry regarding a Utility balance matter.

October 12, 2023, Martha greeted a City vendor and provided updated contract information
regarding questions and follow up.

October 24", 2023, Martha independently assisted with merchant account assistance resulting in
assistance with our Garrison Bight account permissions.
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o
THE CITY OF KEY WEST

1300 White St. Key West, FL 33040 (305) 809-3716

Continued comments supporting nomination:
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