


Katarina Kostic					25 West Elizabeth Lane, Richboro PA 18954
kkostic@arcadia.edu 
267-574-2690


EDUCATION & TRAINING

Bachelor of Arts, Sociology - Arcadia University					May, 2018
GPA: 3.5
Honors: Dean’s List 
Receiving an academic scholarship
Completed training in Diversity Enrichment
Completed the Arcadia University Leadership Program

Graduated from Council Rock High School South 	June, 2014

WORK, INTERNSHIP and VOLUNTEER EXPERIENCE

Receptionist at Petrosky Chiropractic and Rehabilitation   			August 2018 – Ongoing
Initial Responsibilities:
· Filing, faxing, and copying
· Scheduling appointments over the phone
Current additional responsibilities:
· Receiving and checking out patients 
· Assessing patient insurance

Medical Receptionist at Family Practice Center of Newtown 			May 2017 – October 2018
Initial Responsibilities:
· Filing, faxing, and copying
· Scheduling appointments over the phone
Current additional responsibilities:
· Receiving and checking out patients 
· Assessing patient insurance
· Opening and closing the office

Internship with Prevention Point Philadelphia				January – May, 2017
Responsibilities:
· Case management
· Running the front desk
· Organizing and refilling supplies and mail
· Assisting with distributing hot lunches to clients

Volunteer with MANNA - Philadelphia 						August, 2016
· Preparing food for people in need

Volunteer experience with Philadelphia Interfaith Hospitality Network 		August, 2016
Responsibilities:
· Preparing and bringing food to homeless families 

Volunteer with Prevention Point Philadelphia 					June, 2016
Responsibilities:
· Assisting with packaging and distributing syringes
· Assisting with mail desk

[bookmark: _GoBack]Customer Service Associate position at Wawa 					December 2014 – February 2016
Responsibilities:
· Serving as a cashier
· Stocking and cleaning 
· Preparing food
· Training new staff 

ADITIONAL SKILLS
· Proficient in Word, PowerPoint
· Typing 90 words per minute
· Experienced in use of Excel and a patient insurance database
· Social media advertisement
· Fluent in: English, Serbian, Croatian and Bosnian 

References are available upon request.
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