Kayla Arce
(219) 333-6367 kaylamarce@gmail.com
                                                                                                                                             

LANGUAGES, RELEVANT SKILLS, & CERTIFICATIONS
Languages: Spanish (proficient)
Software: Microsoft Office, SQL, Python
Skills: Data Analytics, Data Entry, Biology Laboratory Techniques, Research, Cash Handling, Food Handling
Customer Service: Effective Communication, Conflict Resolution, Patience, Multitasking, Time Management, Self-Discipline, Teamwork, Adaptability, Stress Management
EXPERIENCE
Target St. John, IN	 August 2020 – April 2021
Starbucks Barista
· Handcrafted multiple different drinks at a time, while also taking orders at the register, ensuring that every customer had a friendly experience and every drink served was quick, tasty, and visually appealing 
· Maintained heightened cleanliness and food safety standards throughout the day in accordance with CDC and FDA guidelines, ensuring safety of guests and team members amidst the pandemic
· Ensured that there were always enough supplies for each day, restocking ingredients when necessary

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Buona Beef Schererville, IN	March 2018 – August 2020
Customer Service Associate/Delivery Driver
· Provided friendly customer service, while accurately inputting orders reducing food waste 
· Resolved multiple customer concerns daily, over the phone and in person ensuring 100% customer satisfaction
· Handled an average of $500 in cash transactions daily, keeping an accurate register
· Assembled and delivered large catering orders for private and corporate events 

EDUCATION

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Year Up, Chicago, IL	March 2021 – July 2021
Year Up is an intensive career development program with 250 corporate partners, college-level courses, professional training, and a six-month internship.
· Completed coursework in Computer Applications, Advanced Excel, Business Writing, Public Speaking, and Professional Skills with specialized training in Data Analytics, including SQL and Python
· Earned up to 31 college credit recommendations through ACE CREDIT

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Purdue University Hammond, IN
Medical Technology	January 2014 – December 2017
1. Earned 111 credit hours towards a Bachelor of Science, maintaining a 3.6 GPA and the Dean’s List all semesters
1. Completed courses including Statistics, Calculus, Physics, Organic Chemistry, Microbiology, and Experimental Design, gaining skills in laboratory procedures, mathematics, communication and critical thinking
1. Designed and conducted a semester long experiment using standard laboratory techniques, gaining skills in research, writing grant proposals and presenting data of results

VOLUNTEER EXPERIENCE
Kingdom Hall of Jehovah’s Witnesses Highland, IN	July 2010 - Present
Public Minister 
· Dedicate up to 30 hours each month communicating with the public, helping others understand the Bible better
· Receive instruction in public speaking, conflict resolution, work ethic, and moral integrity
· Cooperate weekly in landscaping and maintaining cleanliness of the hall

College Bound										       July 2014 – July 2017
Community Service
· Volunteered over 400 hours doing local government office work, lightening the workload, and improving efficiency
· Logged work tickets in database daily, keeping an accurate record of tasks completed
