Antonia Hostos
4653 Hurley Street, Philadelphia, PA 
215.800.2414 | ahostos6@gmail.com

Customer Service professional with over five years experience looking to obtain a position that will enable me to use my strong organizational and technical skills along with award winning customer service.
Skills
· Database & File Management
· Remote & Real Time Scheduling
· Customer Relations
· Computer Aided Dispatch

· Oracle, Citrix, & MS Office

· Maintain Office Equipment

Professional Experience

Temporary Office Assistant
Express Employment Professionals | Trevose, PA

October 2013 - November 2015

Assisted employers in need of office help during emergencies and work overflow.  Handled general office duties as well as performing excellent customer service and scheduling while processing inbound sales orders and invoices by entering all data into Microsoft Office and QuickBooks.

Office Administrator

Greenscape Landscape Contractors | Philadelphia, PA
April 2011 - September 2013

Collaborated in day to day operations of Tree Division, directly assisting the needs of Senior Executives as well as being the point person for the division whilst working with outside vendors as well as the Payroll Department to ensure business is conducted in the most efficient and professional manner.  
Service Coordinator Dispatcher

Minolta Business Solutions | Philadelphia, PA

July 2001 - June 2004

Create and complete service tickets using Computer Aided Dispatch as well as the company SAP software to dispatch up to 20 service repair technicians.  Collaborate daily with immediate supervisor; Contracts; Parts; and Sales Departments.  I prepared all weekly and monthly reports, meetings, and schedules for technicians and supervisors.  For increasing sales by up selling products and services, I was awarded the Outstanding Customer Service Award for two quarters as well as cross trained in the Contracts and Administrative Departments to serve as back up when needed. 
Education
Associate's Degree, Business Paralegal | THE PJA SCHOOL | Upper Darby, PA | 2011
	· Wills and Estates
	· Legal Research

	· Civil Litigation
	· Legal Drafting 

	· Domestic Relations
	· Creditors & Debtors Rights

	· Criminal Law
	· Legal Terminology

	· Legal Transcription
· Technical Management
	· Real Property
· Business Accounting


