PATRICK K. RALPH
48 Weequahic Avenue
Newark, NJ 07112
Cell:  248-320-9526/Home:  973-923-2467
 pralph16@yahoo.com
LinkedIn Profile:  http://www.linkedin.com/pub/patrick-ralph/8/a43/67

CAREER SUMMARY

[bookmark: _Toc257561790]Accomplished and innovative administrative professional with over eleven years of executive administrative assistant experience.  Performs very well under pressure both independently and as a team player.  Advanced computer skills in Microsoft Access, Excel, Outlook, PowerPoint, and Word.  Proficient mastery of managing multiple deadlines in a fast-paced work environment.  Analytical and research-oriented with persuasive writing skills. 

[bookmark: _Toc257561791]PROFESSIONAL EXPERIENCE
VISTEON CORPORATION
Tier One Auto Supplier
Van Buren Township, MI

Executive Assistant	1998 – 2009 
	
Provided executive administrative support for three global senior directors in the Purchasing, Climate Finance, and Materials, Planning and Logistics departments 

Proficiently used the calendar management tool Outlook managing tight and fluctuating daily schedules for principals to maximize their time effectively. 

Communicated principals’ instructions to senior managers and/or departments.

Responded independently to incoming calls and correspondence as appropriate to ensuring a smooth operation of the office.

Effectively used company travel and expense policies and procedures to complete all aspects of travel ensuring accuracy and attention to detail.

Created and updated contact list for auto suppliers utilizing Microsoft Access creating tables in design view and setting properties depending on data type. 

Created and amended purchase orders and requisitions utilizing the Corporate Purchasing Accounts Receivable System (CPARS).

Created Excel spreadsheets using formulas and functions such as the VLOOKUP and pivot tables summarizing each department’s monthly expenditures for travel, hotel, meals, and office supplies.

Managed multiple assignments by prioritizing, using to-do lists, and tracking phases of each project to meet deadlines.

Composed, formatted, and edited letters, presentations, and reports from draft stage to company-ready work utilizing Microsoft PowerPoint and Word.

Organized weekly staff meetings creating agendas, minutes, and reports.

Coordinated and arranged internal/external conferences, meetings, and events. 

Adhered to record retention policies and procedures and followed an organized filing/document management process for electronic and paper documents.

Maintained the highest confidentiality in all situations.
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FORD MOTOR COMPANY
Original Equipment Manufacturer
Dearborn, MI

Administrative Assistant	1996 – 1998 
	
Provided administrative support for two senior managers in alternative power source and advanced technology departments

Maintained calendars and scheduled meetings for managers. 

Arranged domestic and international flight and lodging itineraries.

Coordinated and arranged internal/external conferences, meetings, and events.

Composed and edited reports, presentations, and correspondence utilizing Microsoft Excel, PowerPoint, and Word.


[bookmark: _Toc257561792]EDUCATION

DAVENPORT UNIVERSITY, Dearborn, MI (59.25 credits completed)
Accounting Certificate, ESSEX COLLEGE OF BUSINESS, Newark, NJ

JEWISH VOCATION SERVICE, East Orange, New Jersey
Microsoft Office Training

MILITARY

UNITED STATES ARMY
[bookmark: _Toc257561793]Personnel Records Specialist
Maintained military records for officer and enlisted personnel

Fire Direction Specialist
Field Artillery

[bookmark: _Toc257561794]MEMBERSHIPS / AFFILIATIONS

Association of Executive and Administrative Professionals, Member

AWARDS

Army Commendation Medal – for meritorious service while assigned as a Personnel Records Specialist at 7th Adjutant General Company, 7th Infantry Division, Fort Ord, California

Army Achievement Medal – for meritorious service while assigned as a Fire Direction Specialist at 1st Battalion, 77th Field Artillery, 1st Calvary Division, Fort Hood, Texas


PROFICIENT COMPUTER SKILLS


· Microsoft Access
· Microsoft Excel
· Microsoft Outlook
· Microsoft PowerPoint
· Microsoft Word
· Concur
· Appshare

