
Patricia Boyle	Cell:  (267) 971-6273
702 Marchman Road	Email:  patty.boyle@comcast.net
Philadelphia, PA  19115

Objective

To obtain an Administrative or Project Support position with a focus on PowerPoint Presentation/Charting.   

Skills and Qualifications

Self-motivated and detail-oriented professional with over 20 years' experience providing thorough and skillful support to department managers.
· Qualifications and skills include:
· Experience with scheduling and workflow, working in a team setting, moving deadline driven projects through  department so that clients receive high quality deliverables in a timely manner; ability to work in a high pressure environment with changing priorities and tasks
· Experience coordinating with offshore resources with regard to scheduling, budget, data entry and formatting of reports
· Proficient in PowerPoint, Excel, Word and Outlook 2003, 2007, 2010
· Advanced knowledge and experience in PowerPoint report design and production, with an emphasis on chart layouts to achieve a professional overall look and feel
· Intermediate to advanced knowledge of Excel, Word and Outlook
· Extensive experience creating, revising, and reformatting questionnaires, codebooks and reports in Word
· Working knowledge of market research software (E-Tabs Pro-Reader)
· 80+ WPM typing and 15,000+ keystrokes per hour data entry

Professional Experience

	Kantar (formerly TNS Corporation), Horsham, PA	
	July 1994 – Feb. 2018

	[bookmark: _GoBack]Graphics Specialist, Sector Consultant, Administrative Assistant
	2010-2018

	Work closely with Research Managers to schedule, assign, and guide their reports through the Client Delivery Solutions department.  Daily responsibilities include scheduling, gathering information regarding the needs of the RM, estimates and budget requirements, creation and/or reformatting/re-design of reports and report templates, scheduling of report data entry with the Offshore Coordinator, and after-support as needed by the RM.  Served as backup to department manager and assisted with internal tasks when needed.
	

	Graphics Specialist
	2000-2010

	Promoted to the Graphics Department and developed new skills using PowerPoint and Excel to create graphical reports.  Daily responsibilities included creating and entering data in new reports and reformatting existing reports, in addition to creating/reformatting proposals, templates, presentations and other various PowerPoint documents.  
	

	Word Processing Specialist
	1994-1999

	Responsible for creation of questionnaires, codebooks, reports, and verbatim entry.  Transcribed one-on-one and multiple focus groups for the marketing research projects.
	

	Drexelbrook Engineering, Horsham, PA	
	Sept. 1992 – July 1994

	Word Processing Specialist
	

	Responsible for creation of reports, letters, memos, and meeting notes, performed other miscellaneous duties as required.
	

	Jeans Hospital, Philadelphia, PA	
	Sept. 1989 – Sept. 1992

	Unit Clerk
	

	Responsible for transcription of doctor’s orders, performed a variety of clerical duties relating to the updating and organizing of information on the nursing unit, other miscellaneous duties as required.
	


	
Education, Training and Achievements

	Graduate with Associates Degree from Manor College, Jenkintown, PA
Graduate of Cardinal Dougherty High School, Philadelphia, PA
Professional training in Microsoft Word 
Professional training in E-Tabs Professional software



